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Changes to the Comprehensive Policy Manual

APPROVED August 18, 2015
e HR 214.1 Work Periods - Amended
e HR 227.1 Bereavement Leave - Amended
e Conduct 305.1 Department of Transportation/Fitness for Duty/Drug and Alcohol
Testing Program — Amended
e Conduct 306.1 Drug-Free Workplace — Amended

APPROVED July 21, 2015

IT 706.1 Video Surveillance and Recording Policy — Added
IT 710.1 Data Backup Policy — Added

IT711.1 Data Center Access Policy — Added

IT 712.1 Data Closet Access Policy — Added

IT 713.1 Mobile Device Usage Policy — Added
IT 715.1 Third-Party Access Policy — Added
IT716.1 VPN Access Policy — Added

IT717.1 Service Desk Policy — Added

IT 718.1 Wireless Usage Policy — Added

IT719.1 Voicemail Policy — Added

IT 720.1 Change Management Policy - Added

APPROVED June 16, 2015

HR 203.1 Employee Separation and Termination — Amended
HR 221.1 Pay Periods - Amended

HR 224.1 Working out of Classification Pay - Amended

HR 230.1 Family Medical Leave — Amended

HR 241.1 Military Caregiver Family Medical Leave — Amended
HR 246.1 Employee Identification Cards - Amended

APPROVED May 19, 2015
e HR 237.1 Personal Time Off - Amended
Fin Pro 602.1 Capital Expenditures — Amended
Fin Pro 605.1 Debt Administration — Amended
Fin Pro 610.1 Investments - Amended
Fleet 801.1 Fuelman Fuel Card — Added
Fleet 802.1 Global Positioning System (GPS) — Added
Fleet 803.1 Motor Pool — Added
Fleet 804.1 Fleet Replacement Program — Added
Fleet 805.1 Vehicle-Equipment Repurposing Program - Added

APPROVED February 17, 2015
e TD 405.1 Employee Travel and Training Expenses — Amended
e Fin Pro 603.2 Projects Using Federal Aid Highway Program (FAHP) Funding -
Added



APPROVED January 20, 2015

IT 701.1 Password Policy - Amended

IT 702.1 Firewall Policy - Amended

IT 703.1 Anti-Virus Policy - Amended

IT 705.1 Hardware Sanitization - Amended

IT 708.1 Electronic Mail (Email) Usage and Guidelines - Amended

APPROVED December 16, 2014
e FIN Pro 605.1 Debt Administration — Amended

APPROVED December 2, 2014
e FIN Pro 603.1 Procurement - Amended

APPROVED October 7,2014
e Gl 105.1 Public Record Request Response — Amended

APPROVED July 1, 2014
e FIN Pro 603.1 Procurement — Amended

APPROVED June 17, 2014

HR 202.1 New Employee Onboarding/Orientation - Amended

HR 214.1 Work Periods - Amended

HR 216.1 Service Recognition - Amended

HR 217.1 Classification and Compensation — Amended

HR 218.1 Recording, Utilization and Auditing of Overtime — Renamed and
Amended

HR 225.1 Emergencies/Inclement Weather/Adverse Conditions - Amended
HR 232.1 Holiday - Amended

HR 237.1 Personal Time Off - Amended

HR 239.1 Workers' Compensation - Amended

Conduct 308.1 Anti-Harassment — Amended

HS 503.1 Blood Borne Pathogens - Amended

APPROVED August 20, 2013
e Fin Pro 601.1 Budget Preparation - Amended

APPROVED May 21, 2013
e Fin Pro 603.1 — Procurement - Amended and combined 603.1 to 603.12 into 603.1
Fin Pro 605.1 — Debt Administration - Amended
Fin Pro 608.1 — Reserves/Governmental Funds — Amended
Fin Pro 615.1 — Donation of Funds/ltems — Added
Fin Pro 616.1- Payment Card Acceptance — Added

APPROVED April 16, 2013
e Conduct 508.1 — Vehicle Safety - Amended



APPROVED January 15, 2013
e Conduct 305.1 - Department of Transportation/Fitness for Duty/Drug and Alcohol
Testing Program — Amended

APPROVED December 18, 2012
e HR 236.1 — Catastrophic Leave — Amended
e HR 237.1 — Personal Time Off - Amended

APPROVED August 7, 2012
e TD 406.1 — Safety Training - Amended
e HS 509.1 - Vehicle Accidents - Amended
e HS 510.1 - Vehicle Accident Investigation - Amended

APPROVED May 15, 2012
e Conduct 305.1 — Department of Transportation/Fitness for Duty/Drug and Alcohol
Testing Program — Amended
e Fin Pro 608.1 — Reserves/Governmental Funds - Amended
e Fin Pro 608.2 — Reserves/Water Utility — Amended

APPROVED November 15, 2011

e Conduct 305.1 — Department of Transportation/Fitness for Duty/Drug and Alcohol
Testing Program - Amended

APPROVED October 18, 2011
e Conduct 312.1 — Notice of No Smoking - Removed

APPROVED September 20, 2011
e Conduct 305.1 — Department of Transportation/Fitness for Duty/Drug and Alcohol
Testing Program - Amended
Conduct 306.1 — Drug Free Workplace Policy - Amended
Conduct 317.1 - Smoking in the Workplace Policy — Added
TD 405.1 - Employee Travel and Training Expenses — Amended
HS 512.1 - Employee Emergency Medical Procedures — Added
HS 513.1 — Risk Identification and Assessment for New or Expanded Programs -
Added
e Fin Pro 614.1 — Vehicle Allowance and Mileage Reimbursement Policy — Added

APPROVED June 21, 2011
e HR 236.1 — Catastrophic Leave — Amended

APPROVED June 7, 2011
e Fin Pro 608.1 — Reserves, Fund Balance Policy - Amended



APPROVED March 15, 2011

Gl 104.1 - Definitions - Amended

Gl 105.1 — Public Record Request Response — Added

HR 203.1 — Employee Separation and Termination - Amended

HR 225.1 — Emergencies/Inclement Weather/Adverse Conditions - Amended
HR 230.1 — Family Medical Leave - Amended

HR 236.1 — Catastrophic Leave - Amended

HR 241.1 — Military Caregiver Family Medical Leave — Amended

Conduct 302.1 — Grievance Procedure - Amended

APPROVED February 15, 2011

Fin Pro 602.1 — Capital Expenditures - Amended
Fin Pro 610.1 — Investments - Amended

Approved December 14, 2010

TD 405.1 - Employee Travel and Training Expenses - Amended

Fin Pro 600.1 — Intfroduction - Added

Fin Pro 601.1 — Budget Preparation - Renamed and Amended

Fin Pro 602.1 — Capital Expenditures - Renamed and Amended

Fin Pro 603.1 — Procurement - Revised

Fin Pro 604.1 — Criteria for Items Requiring Bids - Renumbered to 603.2

Fin Pro 605.1 — Criteria for Items not Requiring Bids - Renumbered to 603.3

Fin Pro 606.1 — Office Supplies - Renumbered to 603.4

Fin Pro 607.1 — Emergency Purchases - Renumbered to 603.5

Fin Pro 608.1 — Professional Services / Requests for Proposals - Renumbered to
603.6

Fin Pro 609.1 — Computer Hardware and Software Purchases - Renumbered to
603.7

Fin Pro 610.1 — Funds not Appropriated or Available - Renumbered to 603.8
Fin Pro 611.1 — Contracts - Renumbered to 603.9

Fin Pro 612.1 — Purchases from Employees or Elected Officials - Renumbered to
603.10

Fin Pro 613.1 — State Specifications for Bid Items - Renumbered to 603.11

Fin Pro 614.1 — Surplus Property Sales - Renumbered to 603.12

Fin Pro 604.1 — Purchasing Card - Added

Fin Pro 605.1 — Debt Administration - Added

Fin Pro 606.1 — Accounting and Financial Reporting - Added

Fin Pro 607.1 — Revenue - Added

Fin Pro 608.1 — Reserves - Added

Fin Pro 608.2 — Reserves — Water Utility - Added

Fin Pro 609.1 — Bank Accounts - Added

Fin Pro 610.1 — Investments - Added

Fin Pro 611.1 — Cash Management - Added

Fin Pro 612.1 — Cell Phone Usage and Reimbursement - Added

Fin Pro 613.1 — Internment of an Indigent Decedent - Added

IT 706.1 — Cell Phone Usage and Reimbursement - Remove (was relocated to Fin
Pro 612.1)



Approved August 17, 2010
e HR 201.1 - Equal Employment Opportunity - Amended
HR 217.1 — Classification and Compensation - Amended
HS 504.1 — Safety Review Board - Amended
IT 706.1 — Cell Phone Usage and Reimbursement - Amended
IT 707.1 — Internet Usage and Guidelines - Amended
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Purpose and Policy
July 21, 2009
Policy Number 101.1 POLICY SECTION: General Information

NOTICE TO EMPLOYEES:

The purpose of this Comprehensive Policy Manual is to define and communicate the standards
by which employees of Columbia County, Georgia should conduct themselves. To this end, all
employees are expected to perform at a high level consistent with their job responsibilities while
representing the County in a manner consistent with our vision, mission, values and pledge.
Further, all employees are required to familiarize themselves with the policies contained herein
and ignorance of a specific policy may not be grounds to violate such.

Specifically, this Policy Manual has been designed to assist new and current employees in
familiarizing themselves with the policies, procedures and organizational culture of Columbia
County, Georgia. While great strides have been taken to make this manual as comprehensive as
possible, aspects of employment with Columbia County which do not appear should be
addressed with your immediate supervisor. The Policy Manual will apply to all employees under
the control of the Board of Commissioners unless they are excluded or exempted by name,
group, department, status, class or other non-discriminatory method.

Columbia County will endeavor to give employees notice when a policy or benefit is expected to
be changed. However, the County may choose for its own reasons at any time and with no prior
notice to change, suspend, delete, add, remove or otherwise modify any or all content in this
Policy Manual to meet legislative, economic, financial or other conditions, as needed. The
regulations and benefits required by law will always remain in force. All changes in policy must
first be approved by the Columbia County Board of Commissioners.

This Policy Manual includes the most recent policies and procedures. All prior copies of any
policy manual should be disregarded in consideration of this copy.

Thank you for your dedication to the citizens of Columbia County!
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Our Vision

July 21, 2009

Policy Number 102.1 POLICY SECTION: General Information
Vision

To be recognized as a world-class community and local government.

Mission
To provide efficient and cost-effective services in a professional manner.

Values
To maintain the highest level of ethical and performance standards.

Pledge
We will serve as responsible stewards of public assets, interests and trust.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED:
July 21, 2009

TOPIC: Organizational Structure

Policy Number 103.1

POLICY SECTION: General Information
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Organizational Structure
July 21, 2009
Policy Number 103.1 POLICY SECTION: General Information

HOW IT WORKS

A Electorate — The Electorate consists of the registered voters in the County. All the officials
shown on line “B” are elected by the voters in the County.

B. Elected Officials — The officials elected in Columbia County include the Probate Judge, Superior
Court Clerk, Superior Court Judges, Magistrate Court Judge, Sheriff, Board of Commissioners
(BOC), District Attorney, Coroner and Tax Commissioner.

C. State & Federal Agencies — Those offices funded in full or part by the State or Federal
government are listed on line “C.” These offices provide services to County citizens and
coordinate their activities with County Divisions.

D. Regional Partnerships — Working relationships that involve more than one county are shown on
line “D.”
E. Agencies Supported by the Board of Commission — Those agencies have a reciprocity

relationship with the County are shown on line “E.”

F. Commission-Appointed Boards and Authorities — To assist the Board of Commissioners and
County divisions in performing their duties, County citizens are appointed by the BOC to a wide
variety of advisory boards and special-purpose authorities as listed on line “F.”

G. Commission-Appointed Positions — To carry out the programs of the BOC, the officials listed
on line “G” are appointed by the Commission. The County Attorney, County Clerk and Deputy
Administrator coordinate their activities with the County Administrator. The County
Administrator serves as the chief administrative officer of the County and directly supervises all
County Division Directors. The Administrator also coordinates activities and budgets with
Elected Officials, agencies, boards and authorities.

H. County Commission Committees — The four committees listed on line “H” provide oversight to
the County division listed on line “I.” Each committee has three members of the County
Commission. The committee members work closely with the County Administrator and the
divisions assigned to the committee. Before an item is presented to the full Board of
Commissioners for action, it is assigned to a Commission Committee for review and
recommendation.

Each Elected Official, agency, board, authority and County division is assigned to a committee
for coordination and budget purposes.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Organizational Structure
July 21, 2009
Policy Number 103.1 POLICY SECTION: General Information

County Divisions — The division listed on the line “I” report directly to the County Administrator
and the BOC. All activities requiring BOC approval are presented first to the appropriate
Commission Committee for review and recommendation.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Definitions

July 21, 2009

AMENDED:

March 15, 2011

Policy Number 104.1 POLICY SECTION: General Information

Allocated Position
A Full-Time or Part-Time Regular Employment Position that has a written job specification, has been
approved by the Board of Commissioners, has funds appropriated for the position and is classified in the
Classification Plan.

Board of Commissioners
Columbia County Board of Commissioners, a governing body of Columbia County, Georgia.

Break in Service
Defined as periods of employment that are broken and not bridged when the employee leaves
employment for reasons other than lay off, suspension, lost time or approved leave of absence.

Career Service
Includes all Regular Employment Positions except those excluded in Article VI, 2-339 Code of
Ordinances of Columbia County, Georgia.

Catastrophic Leave

Sick Leave accrued under old policy and excess accrued Personal Time Off at the end of each calendar
year that has been placed in eligible employee accounts to be used for medical illness that exceeds forty
working consecutive hours.

Catastrophic Leave Incentive
Eligible full-time or part-time employees with fifteen or more continuous years of service to the County
will be eligible for the incentive.

Class Specification
Class Specification includes description of duties, responsibilities and qualifications of positions in a
certain class.

Classification Plan
A plan which sets forth all Job Titles, all Job Classes, all Position Classifications and specifications for
each Job Class and procedures for maintaining the plan.

Continuous County Service

Employment with no Break in Service for the purpose of compensating eligible Employees in accordance
with the Catastrophic Leave Incentive provisions upon completion of fifteen or more years of continuous
employment to the County.

Page 1 of 6



COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Definitions
July 21, 2009
AMENDED:
March 15, 2011
Policy Number 104.1 POLICY SECTION: General Information

County
Columbia County is a political subdivision of the State of Georgia.

Compensation Plan
A plan which sets forth a salary grade for each job title, minimum and maximum ranges for each Job
Class and procedures for maintaining the plan.

Compensatory Time
Time off granted an Employee as compensation for Overtime.

Comp ratio
This is defined as the ratio of actual salary to the midpoint of the salary range.

Department Head
A department head is herein defined as Division Director, Director of a Division or Department Manager
reporting to the County Administrator.

Department Manager
Reports to the Director of his/her Division or the County Administrator and manages a department within
his/her specific division.

Division Director
A Division Director is herein also referred to as Department Head, serves as the Director of a Division.
He/she is appointed by the Board of Commissioners and under a contractual employment agreement.

Employee
An employee is any person who renders service to the County for pay, excluding persons who work under
a professional service contract. Employee includes a Probationary Employee or a Regular Employee.

Employer
The employer is Columbia County Government.

Exempt Employee
Executive, administrative or professional, computer and outside sales employees are exempt from
overtime compensation.

FLSA
Fair Labor Standards Act, as codified at 29 U.S.C. § 201, et. seq., as amended.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Definitions

July 21, 2009

AMENDED:

March 15, 2011

Policy Number 104.1 POLICY SECTION: General Information

Floater Employee
An Employee qualified to work in one or more job assignments and who is on call to work at irregular
intervals in one or more County departments.

Immediate Family or Extended Family shall be deemed to include spouses, parents, children,
grandparents, grandchildren, brothers, sisters and the immediate or extended family of spouses, or as
approved by the Division Director.

Job Class
A job class is a group of positions that are similar in functions, duties and responsibilities, and can be
assigned the same job title and salary range.

Medical Leave Sharing

Employee sharing of personal Catastrophic Leave or Personal Time Off hours with other Employees who
suffer illness, injury, impairment, or physical or mental conditions that are severe in nature or
extraordinary and may cause the Employee to go on leave without pay status or may have to terminate
employment due to the medical problems.

Mission Critical Employee
An Employee who has been identified by a Deprtment Head to be available during emergency or adverse
situations.

Modified Duty

Modifications of work duties or tasks determined and recommended by a County approved worker’s
compensation physician or practitioner who has been rendering treatment to the Employee or who is
gualified to render an opinion on the employee's physical abilities.

New Position
A full time or part time Allocated Position that has been approved by the Board of Commissioners and
funding has been established for the position.

Non-exempt Employee
Employees who are subject to overtime standards of the FLSA as amended.

Non-Work Related Disability
A physical injury or illness not caused by the Employees occupation.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Definitions
July 21, 2009
AMENDED:
March 15, 2011
Policy Number 104.1 POLICY SECTION: General Information

Overtime
Work performed in excess of the hours permitted in a work week under the FLSA and that shall be paid at
a rate of one and one-half times the Employee's straight time hourly rate.

Part-Time Employee
A part-time employee is an Employee working in an allocated position which is budgeted for less than 40
hours during the standard work week.

Personal Holiday
A personal holiday is a personal day of leave available to Regular Employees for purposes such as time
off for birthday, anniversary or other special occasion.

Personal Time Off
Eligible employees accrue hours each month based on the length of service and months worked during the
calendar year that is placed in the employee Personal Time Off account.

Position Classification
A system in which similar positions are grouped under common job titles based on the kind of work
performed, its level of difficulty and responsibility involved and qualifications required.

Probationary Employee
New hire Employee appointed to an Allocated Position who must complete a probationary period
satisfactorily to be eligible for continued employment in the Allocated Position.

Pro Rata

Benefits that a Part-time Employee receives compared to what a Full-time Employee receives and shall
mean that percentage equal to the number of hours budgeted to the Allocated Position during the standard
work year divided by 2,080.

Provisional Employee

A provisional appointment may be made only in the absence of a qualified applicant. Provisional
appointments shall not be eligible for Regular Employee status, and shall not be continued for more than
six (6) months from the date of the appointment, unless an extension is approved.

Quartile
Range sectors of each pay grade divided into fourths.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Definitions

July 21, 2009

AMENDED:

March 15, 2011

Policy Number 104.1 POLICY SECTION: General Information

Reclassified Position
A reclassified position is when an established position is reassigned from one Job Class to a different Job
Class due to changes in duties, level of responsibility or qualifications of the position.

Regular Employee
An Employee who has completed the new hire probationary period in a satisfactory manner is considered
a Regular Employee.

Regular Employment Position
A job or position of employment intended for an unspecified period of time and the requirements of the
new hire probationary period have been satisfactorily completed.

Regular Full-Time Employee

An Employee who has successfully completed the probationary period is assigned to a position which is
expected to continue for an indefinite duration, and who works a shift schedule of 40 hours or more which
will total no less than 2,080 hours per year.

Regular Part-Time Employee

An Employee who has successfully completed the probationary period is assigned to a position which is
expected to continue for an indefinite duration, and who works a shift schedule of 20 hours or more, but
less than 40 hours per week.

Salary Range
The difference between the minimum and maximum salaries for each pay grade.

Special Probationary Period
A period established for an Employee to improve job performance or work behavior as a condition of
continued employment.

Standard Work Week
Forty hours per week beginning Sunday at 12:00 am midnight through Saturday at 11:59 pm.

Standard Work Year
2080 hours per calendar year.

Supervisor
A supervisor reports to the Department Manager of his/her respective department.
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BOARD OF COMMISSIONERS

APPROVED: TOPIC: Definitions

July 21, 2009

AMENDED:

March 15, 2011

Policy Number 104.1 POLICY SECTION: General Information

Temporary Employee
A temporary employee is an employee of a third party, working under a contract with the County and the
third party contractor, on an as needed or emergency basis.

Work-Related Injury or IlIness
A physical injury or illness deemed to have been caused by the Employee occupation.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED AND TOPIC: Public Record Request Response
ADDED:
March 15, 2011
AMENDED:
October 7, 2014

Policy Number 105.1 POLICY SECTION: General Information

PURPOSE

The purpose of this Public Record Request Policy is to establish procedures to Columbia

County Board of Commission Divisions and Departments on how to respond to a public record(s)
request from one making that request, and ensure all non-exempt public records are available for
inspection and copying upon request. The Columbia County Board of Commissioners desires to be
transparent and to provide public records requested by members of the public in an efficient and
expedient manner in accordance with the Georgia Open Records Act, O.C.G.A. 50-18-70. In
carrying out its responsibilities under the Georgia Open Records Act, the County will be guided by
the provisions of the Georgia Open Records Act describing its purposes and interpretation. Failure
to comply with any provision of these rules shall not result in any liability imposed upon the
County other than that required in the Georgia Open Records Act.

DEFINITIONS

A. “Agency” means every Columbia County agency, board, bureau, commission, department and
division.

B. “Open Records Officer” is the individual who, for and on behalf of the County, is
responsible for managing, evaluating, and responding to all requests submitted to the County
pursuant to the Open Records Act.

C. “Redaction” is the method of removing information from a record that is exempt from public
disclosure.

D. “Requester” is any person Or entity requesting a record pursuant to the Open Records Act.

E. “Public record” means all documents, papers, letters, maps, books, tapes, photographs,
computer based or generated information, data, data fields, or similar material prepared and
maintained or received by an agency or by a private person or entity in the performance of a
service or function for or on behalf of an agency or when such documents have been
transferred to a private person or entity by an agency for storage or future governmental use.

F. “Identifiable record” is a public record in existence at the time the records request is made
and that County staff can locate after an objectively reasonable search. If a record does not
exist at the time of the request, the record shall not be created.

G. “Exempt record” is a record that is exempted or prohibited from disclosure. The County is

not required to permit public inspection and copying of records for which public disclosure of
the record is prohibited, restricted or limited by state code or federal regulation.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED AND TOPIC: Public Record Request Response
ADDED:
March 15, 2011
AMENDED:
October 7, 2014

Policy Number 105.1 POLICY SECTION: General Information

H. “E-mail” is electronic mail in an informational transfer system which uses computers for
sending and receiving messages and is comprised of individual units of information divided
into an “envelope” and the message contents. The envelope, or message header, contains the
mailing address, routing instructions, transmission and receipt information, and other
information the system needs to deliver the mail item correctly. Classification of emails as
public records is dependent on the content of the message. Email messages are public records
when they are created or received in the performance of a service or function for the County.

I.  “Written and in writing” means all handwritten, printed, typed and/or electronically created
requests, including electronic mail (e-mail). Requests created by other electronic means, such
as text messages, instant messages, SMS messages, or the like, shall not be considered to be
“written” or “in writing.

1. POLICY

This policy is to provide guidelines and overall general procedures countywide. Division Directors
will inform all affected employees within their work areas of this policy and its requirements. The
Columbia County Board of Commissioners has designated itself and the Directors of the following
Divisions, or their designee, as the County’s Open Records Officers for the purpose of handling
requests for records over which their respective Divisions have custody and control:

County Administration
Community and Leisure Services
Development Services
Emergency and Operations
Engineering Services

Financial Services

Fire Services

Water Utility

(AVA RESPONSIBILITY

A. All Division Directors shall have knowledge and understanding of the Georgia Open Records
Act and shall be the Open Records Officer of their respective division and will assist in
training their employees on what public records are available in their divisions and what
information contained in those are exempted from public discloser and would require
redaction before release.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED AND
ADDED:

March 15, 2011
AMENDED:
October 7, 2014

TOPIC: Public Record Request Response

Policy Number 105.1

POLICY SECTION: General Information

It is the responsibility of the Division/Department in charge of the requested documents to
ensure compliance of the Open Records Act. The Division Director/Department Manager will
be responsible for ensuring full compliance with the Open Records Act. A knowing failure to
provide the documents as required by the Open Records Act is a misdemeanor and, upon
conviction, can be punished by a fine of up to $1,000.00 for the first violation. A County
employee who negligently violates the Open Records Act may be subject to a civil penalty of
up to $2,500.00 per violation. Disciplinary action by the County may also be imposed.

. The Open Records Officer, or designee, will maintain a spreadsheet, hereto attached as
Exhibit “1”, of all Open Records Requests received for their respective Division/Department.
The spreadsheet shall include the date that the request was received by the Open Records
Officer, the date a response was first submitted, estimated amount of cost, the amount
collected, and the date the request was completed. Additionally, any relevant details shall be
noted for requests which are unable to be completed. An electronic version of the spreadsheet
will be provided to the Division/Department by the County Clerk and may be revised from
time to time as needed.

. An electronic copy of the Division/Departmental Open Records Spreadsheet (Exhibit “1”)
shall be submitted quarterly to the County Clerk who will maintain a master record of Open
Records Requests.

. The County Clerk will retain a copy (electronic copy is preferred) of all Open Records
Requests, including the request form, response letter(s) and other communication with the
requestor, for a period of five (5) years in accordance to the County’s Record Retention
Schedule.

PROCEDURE

A. Request for Public Records

Columbia County Divisions and Departments shall make records available for inspection and
copying during normal office hours. The requesting party should be asked to fill out the Open
Records Act Request form, hereto attached as Exhibit “2”. It is preferable that requests be
made in writing, however, it is not required. Requests can be made by telephone, in person,
mail, fax, online via the County’s website or email. If received by phone by someone other than
the Open Records Officer, the call taker should advise the requestor that they may submit an
open records request online from the County’s website or have their call transferred to the
appropriate Open Records Officer.
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APPROVED AND
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March 15, 2011
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TOPIC: Public Record Request Response

Policy Number 105.1

POLICY SECTION: General Information

If received in

person by receptionist or someone other than the Open Records Officer, the

employee shall refer the requestor to the appropriate Open Records Officer or, if preferred by

the requestor,

the employee should have the individual complete the request form, “Exhibit 2”.

(This form should be made available at reception desks and it is available online.) The person
taking the request shall immediately submit the request to the appropriate Open Records

Officer(s) via

email and to the County Clerk’s office at publicrecords@columbiacountyga.gov .

If received by email, mail or fax to someone other than the Open Records Officer the request
shall immediately be forwarded via email to the appropriate Open Records Officer(s) and to the
County Clerk’s office via email at publicrecords@columbiacountyga.gov .

If a request involving more than one County Division or Department is received, the request
shall immediately be forwarded via email to the County Clerk’s office at
publicrecords@columbiacountyga.gov . The County Clerk will forward the request to the

appropriate Divisions. It is the responsibility of each Division and Department to respond,
fulfill and forward all requested documentation along with the completed Open Records

Requests Fee

Calculation Chart, Exhibit “3” pertaining to the documents they are in charge of

to the County Clerk’s office for review before the documents are released to the requester.

Except as detailed below, responses to Open Records requests are due within three (3) business
days of receipt. The time period begins upon receipt of the request by the Open Records Officer,
or designee, of the Division/Department in charge of the requested documents. Upon receiving
the request, the Open Records Officer shall:

1.

2.

Immediately date and time stamp the request.

Determine if the records exist and if such records (or portions of) are subject to
disclosure.

Determine an estimate to produce the records. Refer to the Open Records
Requests Fee Calculation Chart, Exhibit “3” for assistance with calculating fees.

Provide a response using the applicable form letter attached to this document as
Exhibits “4” through “8” as described below (Note: Forms may be updated
from time to time to reflect changes in the law. Form letters can be emailed if the
request is made via email):

A. Standard Response Under $25/no exemptions: If the records exist and

are available for public disclosure (no exemptions) and the cost of the
documents including retrieval is estimated to be less than $25, use form
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TOPIC: Public Record Request Response
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POLICY SECTION: General Information

letter attached hereto as Exhibit “4”. It is the responsibility of the
Division or Department to collect the fees; collection of fees prior to
releasing the documents is not required unless the requestor has
outstanding unpaid requests.

Response Under $25 with Exemptions Cited: If the records exist and
portions of the records are exempt from public disclosure and the cost of
the documents including retrieval is estimated to be less than $25, use
form letter attached hereto as Exhibit “5” which cites the specific legal
authority exempting the requested records under the Act if the County
wishes to rely upon exemption. It is the responsibility of the Division or
Department to collect the fees; collection of fees prior to releasing the
documents is not required unless the requestor has outstanding unpaid
requests

Pre-retrieval Estimate Over $25: If cost for search, retrieval and

duplicating documents is estimated to be over $25, use the form letter

attached hereto as Exhibit “6” prior to performing the work associated
with the request. This letter serves to notify the individual requesting the
records of the estimated cost of the records and seeks confirmation of the
party’s intent to pay. The letter also serves as notification that estimates
exceeding $500 are subject to pre-payment before compilation of the
requested documentation begins. (Note: Often the requestor is willing to
narrow the request if contacted, saving time and effort of both parties.)

. Letter Confirming Costs: Upon completion of compiling documents

referenced in Paragraph “(C)” above, send the letter hereto attached as
Exhibit “7” which will advise that the records are ready, confirm actual
costs and specify applicable exemptions.

If the records do not exist or they are wholly exempt from disclosure, use

the attached form Exhibit “8”.

Deliver the public record response along with all applicable forms and letters
(Exhibits) to the County Clerk’s office for review.

The County Clerk is responsible for reviewing all responses before they are
released to the requestor. The Division/Departments shall collect any applicable
fees. However, when a request involves multiple Divisions/Departments, the
Clerk shall collect the fees.
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10.

11.

Nothing in this procedure shall change the manner in which subpoenas and formal
judicial discovery requests are handled.

All written public record requests will be forwarded via e-mail to the County
Clerk’s office at publicrecords@columbiacountyga.gov to be retained for the
appropriate retention period.

In lieu of providing copies, the County may provide access to records through a
website accessible by the public.

If there are no records which comply with the open records request, the County is
not required to prepare reports, summaries, or compilations or create any new
records not in existence at the time of the request.

Any questions about this procedure shall be directed to the Clerk of the Board of
Commissioners at 706-868-3379.

B. Exempt Records & Redaction of Information

1.

In responding to the request, some records may be subject to disclosure, but may
require redaction of certain exempt information. It is the Open Records Officer’s
responsibility to see that protected information is redacted. In the event of any
uncertainty regarding the redaction of information, contact the County Attorney's
office for review and confirmation.

As a general rule, the following information about individuals must be redacted:
social security numbers, mother’s birth name, credit/debit card information, bank
account information, financial data or information, insurance information, medical
information, day and month of birth, home address, personal email addresses,
home phone numbers, cell phone numbers, and attorney-client privileged
communication.

For the complete list of exemptions under O.C.G.A 50-18-72, Exception of certain
records, please refer to Exhibit “9”

C. Open Records Fees

1.

Reasonable fees may be assessed for direct administrative costs associated with
production of the records. (Refer to Fee Calculation Chart hereto attached as
Exhibit “3” for assistance.)
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The hourly charge for search, retrieval, redaction, supervision of records
inspections, and other direct administrative costs for fulfilling a request shall be
paid at the hourly rate of the lowest paid employee within the responsive
Division/Department able to retrieve the documents. There shall be no charge for
the first quarter hour.

The fees for letter size and legal size copies shall not exceed ten cents ($.10) per
page.

The fees for copies of large or odd sized copies shall not exceed the actual cost of
printing the document.

The fees for electronic copies shall not exceed the actual cost of the digital media
used to provide the documents.

The most economical means reasonably calculated to produce the documents shall
be utilized for providing the public records. This includes paper copies, electronic
copies via Internet access, email and digital media. Postage charges shall not
exceed actual cost.
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EXHIBIT 1

Date
Rcvd

Requestor

Firm/Company

Brief
Description
of
Requested
Records

Record
Custodian
Department

Response
Date

Estimate
of Cost

Amount
Collected

Date
Request
was
Completed
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EXHIBIT 2

Public Records Request

Complete sections A, B and C below. Submit the completed request to the Division that maintains the records (if
known) or to County Clerk’s office by:
— Fax: 706-868-3348 Mail: PO Box 498 Evans, GA 30809 E-Mail: publicrecords@columbiacountyga.gov

COLUIIA—BIA COUN'ﬁ( You will receive a response to your request within 3 business days. If you have questions, please call the County
T Clerk’s office at 706-868-3379.

Section A — Requestor Information

Name

Mailing Address City State Zip

Phone Fax E-Mail

Section B — Record(s) Requested
Please provide a detailed description of the records requested and be specific as possible (dates, type of record, creator of record, etc).

Please specify the preferred method of receiving the requested records.
o U.S. Mail o E-Mail o Fax o Pick up copies in person o Review in person and copy selected items

Section C — Authorization

| agree to pay copying and/or administrative costs to search, retrieve, and supervise access to the requested documents. The charge for copies is
generally $.10 per page. The charge for administrative costs is the hourly rate of the lowest paid full-time employee with the necessary skill and
training to respond to the request. There is no charge for the first 15 minutes of staff time.

Requestor’s Signature Date

Columbia County Staff Use Only

Authorization to Release Records

Received by Phone Fax Date
County Clerk Date
Common Charges Date Received Stamp
Copies (legal or letter) ........c.cccveeee. $0.10 per page
Compact Discs $3.00
Audio Tape.......... $3.00
o L $5.00 per page
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EXHIBIT 3

PUBLIC RECORD CALCULATION SHEET
Name of Requestor
Date of Request:

Description Time/Numer of Copies  Hourly Rate Cost
Administrative time spent to fill
the request: Includes research,
retrieval, record preparation,
copying, redacting and
monitoring record inspection. $

$0.10 per page (letter/legal size) $0.10
Plats (per page) $5.00
Digital Media $3.00
Postage
Other costs:
Total

If paying by check, please make the check payable to the Columbia County Board of Commissioners.

— v [ v (n|n|n

hank you.
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EXHIBIT 4
Standard Response Under $25/no exemptions
[COLUMBIA COUNTY DEPARTMENT LETTERHEAD]

, 201

Dear

Columbia County is in receipt of your Open Records Act request dated , 201__. In accord
with O.C.G.A. § 50-18-71, Columbia County hereby responds to your request within three (3) days of receipt or
pursuant to your agreed upon extension of time.

Your request seeks the following documents:

The records that you requested have been compiled and are ready for you to retrieve. You may retrieve the
requested records during regular business hours. (If requestor asks that the documents be emailed, then state
that the documents requested are attached.)

Pursuant to the Open Records Act, the County is authorized to charge for the search, retrieval, redaction, and
production or copying costs involved in responding to your request, after the first 15 minutes of department
employee time expended, at the hourly rate of the lowest paid, full-time employee who possesses the necessary
skill to so respond. The County may also charge ten (10) cents for each letter or legal-sized page that you
request to have copied, the actual cost for producing electronic copies (such as CDs), and an additional fee for
certified copies or other copies for which a fee is specifically authorized or otherwise provided for by law.

In accord with O.C.G.A. § 50-18-71, et seq., we ask that you pay the cost related to this response, which we
have calculated utilizing the above methodology. Responding to your Open Records Act request resulted in the
generation of page(s)/CD(s) at $.10 per page/$ per CD, thereby resulting in actual copying
charges of $ . Also, after the first fifteen minutes of administrative time, it took an employee
earning an hourly rate of $ per hour ( ) hour(s) and (__) minute(s) to
retrieve and prepare the requested records, resulting in an actual administrative cost of $ . Therefore,
the total amount due to Columbia County for retrieval of the requested records is $ . Please remit
a check in this amount made payable to Columbia County and mail your payment to:
[DEPARTMENT OPEN RECORDS OFFICER ADDRESS]

Thank you for your request.

Sincerely,
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Dear

EXHIBIT 5
Response Under $25 with Exemptions Cited
[COLUMBIA COUNTY DEPARTMENT LETTERHEAD]

201

Columbia County is in receipt of your Open Records Act request dated , 201__. In accord
with O.C.G.A. 8 50-18-71, Columbia County hereby responds to your request within three (3) days of receipt or
pursuant to your agreed upon extension of time.

Your request seeks the following documents:

The records that you requested have been compiled and are ready for you to retrieve. You may retrieve the
requested records during regular business hours. The records you seek, or portions thereof, have been withheld
or redacted pursuant to the exemption(s) specifically noted below:

(]

(]

Records that are not required to be released pursuant to a court order. O.C.G.A. § 50-18-71(a).

Records that are specifically required by federal statute or requlation to be kept confidential.
O.C.G.A. 8 50-18-72(a)(1) and (insert the citation to the federal code or regulation
that requires the document to be kept confidential).

Medical or veterinary records and similar files, the disclosure of which would be an invasion of
personal privacy. O.C.G.A. 8 50-18-72(a)(2).

Records compiled for law enforcement or prosecution purposes to the extent that production of such
records is reasonably likely to disclose (1) the identity of a confidential source, (2) confidential
investigative or prosecution material which would endanger the life or physical safety of any person
or persons, or (3) the existence of a confidential surveillance or investigation. O.C.G.A. § 50-18-
72(a)(3).

Records of law enforcement, prosecution, or regulatory agencies in a pending investigation or
prosecution of criminal or unlawful activity. O.C.G.A. 8 50-18-72(a)(4).

Georgia Uniform Motor Vehicle Accident Reports. (These may only be released to certain
individuals who complete a statement of need or individuals or entities whose name or identifying
information is contained in the report.) O.C.G.A. § 50-18-72(a)(5).

Records containing jury list data. O.C.G.A. 8 50-18-72(a)(6).

Records consisting of confidential evaluations prepared in connection with the appointment or hiring
of a public officer or employee. O.C.G.A. § 50-18-72(a)(7).

Records consisting of material obtained in investigations related to the suspension, firing, or
investigation of complaints against public officers or employees (provided that such records have not
been withheld if ten (10) days have expired since such material was presented to the agency or an
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officer for action or the investigation is otherwise concluded or terminated). O.C.G.A. § 50-18-
72(a)(8).

Real estate appraisals, engineering or feasibility estimates, or other records relative to the pending
acquisition of real property. O.C.G.A. 8 50-18-72(a)(9).

Pending, rejected, or deferred sealed bids or sealed proposals and detailed cost estimates related
thereto (provided that such records have not been withheld if the final award of the contract has been
made or the project has been terminated or abandoned). O.C.G.A. § 50-18-72(a)(10).

Records identifying individuals applying for or under consideration for employment/appointment as
executive head of an agency (provided such records have not been withheld if the exemption has
expired). O.C.G.A. 8 50-18-72(a)(11).

Records containing data or information developed, collected, or received in connection with
neighborhood watch or public safety notification programs, or with the installation, servicing,
maintaining, operating, selling, or leasing of an alarm system. O.C.G.A. § 50-18-72(a)(19).

Personal individual information, including an individual’s social security number, mother’s birth
name, credit card information, debit card information, bank account information, account number,
utility account number, password used to access his or her account, financial data or information,
insurance or medial information in all records, unlisted telephone number if so designated, personal
e-mail address or cellular telephone number, day and month of birth, and information regarding
public utility, television, Internet, or telephone accounts held by private customers (provided that
nonitemized bills showing amounts owed and amounts paid shall be available). (Certain exceptions
exist related to news media, courts, prosecutors or law enforcement officers, government employees,
individuals for whom the records are maintained, etc.) O.C.G.A. § 50-18-72(a)(20)(A).

Personal information of public employees, including the public employee’s home address, home
telephone number, day and month of birth, social security number, insurance or medical information,
mother’s birth name, credit card information, debit card information, bank account information,
account number, utility account number, password used to access his or her account, financial data
or information other than compensation by a government agency, unlisted telephone number if so
designated in a public record, and the identity of the public employee’s immediate family members
or dependents. (Note: This paragraph shall not apply to public records that do not specifically
identify public employees or their jobs, titles, or offices. Where not so identified, see O.C.G.A. §
50-18-72(a)(20)(A) regarding personal individual information.) O.C.G.A. § 50-18-72(a)(21).

Information that could compromise public security, including vulnerability assessments, security
plans and blueprints of public facilities, plans for protection against attacks or information regarding
security devices designed to protect against terrorist attacks that depend for their effectiveness upon
lack of public knowledge, and information regarding training relative to security measures that
would identify those trained or reveal other information otherwise exempt for security reasons.
0O.C.G.A. §50-18-72(a)(25)(A).

Exempt emergency 9-1-1 system information, including portions of records identifying callers to the
911 center by name, address and phone number where redaction of such information is necessary to
prevent the disclosure of the identity of a confidential source, to prevent disclosure of material which
would endanger the life or physical safety of any person or persons, or to prevent the disclosure of
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the existence of a confidential surveillance or investigation. (Exceptions exist related to disclosure
to an accused in a criminal case or his/her attorney.) O.C.G.A. § 50-18-72(a)(26).

O Attorney-client privileged information (O.C.G.A. 8 50-18-72(a)(41)) or attorney work product
(O.C.G.A. 850-18-72(a)(42)).

(1 Computer program or software used or maintained in the course of operation of a public office or
agency. O.C.G.A. 8 50-18-72(a)(44). (This does not include data generated, kept, or received by an

agency.)

(1 Other, specifically

Pursuant to the Open Records Act, the County is authorized to charge for the search, retrieval, redaction, and
production or copying costs involved in responding to your request, after the first 15 minutes of department
employee time expended, at the hourly rate of the lowest paid, full-time employee who possesses the necessary
skill to so respond. The County may also charge ten (10) cents for each letter or legal-sized page that you
request to have copied, the actual cost for producing electronic copies (such as CDs), and an additional fee for
certified copies or other copies for which a fee is specifically authorized or otherwise provided for by law.

In accord with O.C.G.A. § 50-18-71, et seq., we ask that you pay the cost related to this response, which we
have calculated utilizing the above methodology. Responding to your Open Records Act request resulted in the
generation of page(s)/CD(s) at $.10 per page/$ per CD, thereby resulting in actual copying
charges of $ . Also, after the first fifteen minutes of administrative time, it took an employee
earning an hourly rate of $ per hour ( ) hour(s) and (__) minute(s) to
retrieve and prepare the requested records, resulting in an actual administrative cost of $ . Therefore,
the total amount due to Columbia County for retrieval of the requested records is $ . Please remit
a check in this amount made payable to Columbia County and mail your payment to:

[DEPARTMENT OPEN RECORDS OFFICER ADDRESS]

Thank you for your request.

Sincerely,
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EXHIBIT 6
Pre-retrieval Estimate Over $25
[COLUMBIA COUNTY DEPARTMENT LETTERHEAD]

,201

Dear

Columbia County is in receipt of your Open Records Act request dated ,201__. In accord
with O.C.G.A. § 50-18-71, Columbia County hereby responds to your request within three (3) days of receipt or
pursuant to your agreed upon extension of time.

Your request seeks the following documents:

Pursuant to the Open Records Act (the “Act”), the County is authorized to charge for the search, retrieval,
redaction, and production or copying costs involved in responding to your request, after the first 15 minutes of
department employee time expended, at the hourly rate of the lowest paid, full-time employee who possesses the
necessary skill to so respond. The County may also charge ten (10) cents for each letter or legal-sized page that
you request to have copied, the actual cost for producing electronic copies (such as CDs), and an additional fee
for certified copies or other copies for which a fee is specifically authorized or otherwise provided for by law.

In accord with O.C.G.A. § 50-18-71, et seq., we are providing you with a pre-retrieval estimate utilizing the
above methodology. A preliminary search of documents responsive to your request resulted in approximately

page(s)/CD(s) at $0.10 per page/$ per CD, thereby resulting in an estimate of $ for
copying charges. Additionally, it will take an employee earning an hourly rate of $ per hour
approximately (_) hour(s) to compile the requested documents, resulting in an approximate
administrative cost of $ . Therefore, the total pre-retrieval estimate for the requested
documentation is approximately $

Pursuant to O.C.G.A. 8 50-18-71(d), if this estimate exceeds $25.00, the County defers search and retrieval of the
records until you agree to pay the estimated costs, unless you have already stated your willingness to pay an
amount greater than $25.00. [Because this estimate exceeds $500.00, the County requires prepayment of the
costs prior to beginning its search, retrieval, review or production of the records.] Please confirm your
willingness to be responsible for the total amount of fees identified above and remit payment [by signing below
and returning same to my attention] so that we may begin to compile the requested documentation.

Please know that the amount set forth in this correspondence is an estimate, and Columbia County reserves the
right to adjust upward or downward depending upon the actual time and number of copies it takes to respond.
Columbia County also reserves the right to review and redact the documents responsive to your request pursuant
to the Open Records Act.

Thank you for your request.

Sincerely,
| agree to pay all copying and/or administrative costs incurred in fulfilling my open records request.

Requestor Date
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EXHIBIT 7

Letter Confirming Costs
[COLUMBIA COUNTY DEPARTMENT LETTERHEAD]

201

Dear

Please accept this letter as a follow-up to our correspondence dated , 201__, wherein
we provided you with a pre-retrieval estimate of costs. You have since confirmed your willingness to pay such
costs. Accordingly, the records that you requested have been compiled and are ready for you to retrieve. You
may retrieve the requested records during regular business hours.

Responding to your Open Records Act request resulted in the generation of _ page(s)/CD(s) at $0.10
per page/$ per CD, thereby resulting in actual copying charges of $ . Additionally, after the first
fifteen minutes of administrative time, it took an employee earning an hourly rate of $ per hour
(__) hour(s) to retrieve and prepare the requested records, resulting in an actual administrative retrieval cost of
$ . Therefore, the total amount due to Columbia County for retrieval of the requested records is
$ . Please remit a check in this amount made payable to Columbia County.

The records you seek, or portions thereof, have been withheld or redacted pursuant to the exemption(s)
specifically noted below:

(1 Records that are not required to be released pursuant to a court order. O.C.G.A. § 50-18-71(a).
(1 Records that are specifically required by federal statute or regulation to be kept confidential.

O.C.G.A. 8 50-18-72(a)(1) and (insert the citation to the federal code or regulation
that requires the document to be kept confidential).

(1 Medical or veterinary records and similar files, the disclosure of which would be an invasion of
personal privacy. O.C.G.A. § 50-18-72(a)(2).

1 Records compiled for law enforcement or prosecution purposes to the extent that production of such
records is reasonably likely to disclose (1) the identity of a confidential source, (2) confidential
investigative or prosecution material which would endanger the life or physical safety of any person
or persons, or (3) the existence of a confidential surveillance or investigation. O.C.G.A. § 50-18-
72(a)(3).

[0 Records of law enforcement, prosecution, or regulatory agencies in a pending investigation or
prosecution of criminal or unlawful activity. O.C.G.A. § 50-18-72(a)(4).

O Georgia Uniform Motor Vehicle Accident Reports. (These may only be released to certain
individuals who complete a statement of need or individuals or entities whose name or identifying
information is contained in the report.) O.C.G.A. 8 50-18-72(a)(5).

O Records containing jury list data. O.C.G.A. 8 50-18-72(a)(6).

0 Records consisting of confidential evaluations prepared in connection with the appointment or hiring
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of a public officer or employee. O.C.G.A. § 50-18-72(a)(7).

Records consisting of material obtained in investigations related to the suspension, firing, or
investigation of complaints against public officers or employees (provided that such records shall not
be withheld if ten (10) days have expired since such material was presented to the agency or an
officer for action or the investigation is otherwise concluded or terminated). O.C.G.A. § 50-18-
72(a)(8).

Real estate appraisals, engineering or feasibility estimates, or other records relative to the pending
acquisition of real property. O.C.G.A. 8 50-18-72(a)(9).

Pending, rejected, or deferred sealed bids or sealed proposals and detailed cost estimates related
thereto (provided that such records shall not be withheld if the final award of the contract has been
made or the project has been terminated or abandoned). O.C.G.A. § 50-18-72(a)(10).

Records identifying individuals applying for or under consideration for employment/appointment as
executive head of an agency (provided such records shall not be withheld if the exemption has
expired). O.C.G.A. §50-18-72(a)(11).

Records containing data or information developed, collected, or received in connection with
neighborhood watch or public safety notification programs, or with the installation, servicing,
maintaining, operating, selling, or leasing of an alarm system. O.C.G.A. 8 50-18-72(a)(19).

Personal individual information, including an individual’s social security number, mother’s birth
name, credit card information, debit card information, bank account information, account number,
utility account number, password used to access his or her account, financial data or information,
insurance or medial information in all records, unlisted telephone number if so designated, personal
e-mail address or cellular telephone number, day and month of birth, and information regarding
public utility, television, Internet, or telephone accounts held by private customers (provided that
nonitemized bills showing amounts owed and amounts paid shall be available). (Certain exceptions
exist related to news media, courts, prosecutors or law enforcement officers, government employees,
individuals for whom the records are maintained, etc.) O.C.G.A. § 50-18-72(a)(20)(A).

Personal information of public employees, including the public employee’s home address, home
telephone number, day and month of birth, social security number, insurance or medical information,
mother’s birth name, credit card information, debit card information, bank account information,
account number, utility account number, password used to access his or her account, financial data
or information other than compensation by a government agency, unlisted telephone number if so
designated in a public record, and the identity of the public employee’s immediate family members
or dependents. (Note: This paragraph shall not apply to public records that do not specifically
identify public employees or their jobs, titles, or offices. Where not so identified, see O.C.G.A. 8
50-18-72(a)(20)(A) regarding personal individual information.) O.C.G.A. § 50-18-72(a)(21).

Information that could compromise public security, including vulnerability assessments, security
plans and blueprints of public facilities, plans for protection against attacks or information regarding
security devices designed to protect against terrorist attacks that depend for their effectiveness upon
lack of public knowledge, and information regarding training relative to security measures that
would identify those trained or reveal other information otherwise exempt for security reasons.
0O.C.G.A. 8§ 50-18-72(a)(25)(A).
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(1 Unless the request is made by the accused in a criminal case or by his or her attorney, public records
of an emergency 9-1-1 system, containing information which would reveal the name, address, or
telephone number of a person placing a call to a public safety answering point. Such information
may be redacted from such records if necessary to prevent the disclosure of the identity of a
confidential source, to prevent disclosure of material which would endanger the life or physical
safety of any person or persons, or to prevent the disclosure of the existence of a confidential
surveillance or investigation. O.C.G.A. § 50-18-72(a)(26).

O Attorney-client privileged information (O.C.G.A. 8 50-18-72(a)(41)) or attorney work product
(O.C.G.A. §50-18-72(a)(42)).

(1 Computer program or software used or maintained in the course of operation of a public office or
agency. O.C.G.A. 8§ 50-18-72(a)(44). (This does not include data generated, kept, or received by an

agency.)

(1 Other, specifically

Thank you for your request.

Sincerely,
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EXHIBIT 8
RESPONSE LETTER IF NO RESPONSIVE RECORDS EXHIST OR ARE NOT SUBJECT TO DISCLOSURE
[COLUMBIA COUNTY DEPARTMENT LETTERHEAD]

201

Dear

Columbia County is in receipt of your Open Records Act request dated ,201__. In
accord with O.C.G.A. § 50-18-71, et seq., Columbia County hereby responds to your request within three (3)
days of receipt or pursuant to our agreed upon extension of time.

[OPTION 1]

Your request seeks “[DESCRIBE REQUEST].” Please be advised that Columbia County was unable to
locate any documents responsive to your request.

[OPTION 2]

Based upon a review of your request, it appears that the records you seek are not subject to public
disclosure pursuant to the exemption(s) specifically described below:

(1 Records that are not required to be released pursuant to a court order. O.C.G.A. § 50-18-71(a).
(1 Records that are specifically required by federal statute or requlation to be kept confidential.

O.C.G.A. 8 50-18-72(a)(1) and (insert the citation to the federal code or regulation
that requires the document to be kept confidential).

[0 Medical or veterinary records and similar files, the disclosure of which would be an invasion of
personal privacy. O.C.G.A. 8 50-18-72(a)(2).

1 Records compiled for law enforcement or prosecution purposes to the extent that production of such
records is reasonably likely to disclose (1) the identity of a confidential source, (2) confidential
investigative or prosecution material which would endanger the life or physical safety of any person
or persons, or (3) the existence of a confidential surveillance or investigation. O.C.G.A. § 50-18-
72(a)(3).

1 Records of law enforcement, prosecution, or regulatory agencies in a pending investigation or
prosecution of criminal or unlawful activity. O.C.G.A. 8 50-18-72(a)(4).

(1 Georgia Uniform Motor Vehicle Accident Reports. (These may only be released to certain
individuals who complete a statement of need or individuals or entities whose name or identifying
information is contained in the report.) O.C.G.A. § 50-18-72(a)(5).

(1 Records containing jury list data. O.C.G.A. § 50-18-72(a)(6).

(1 Records consisting of confidential evaluations prepared in connection with the appointment or hiring
of a public officer or employee. O.C.G.A. § 50-18-72(a)(7).
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Records consisting of material obtained in investigations related to the suspension, firing, or
investigation of complaints against public officers or employees (provided that such records shall not
be withheld if ten (10) days have expired since such material was presented to the agency or an
officer for action or the investigation is otherwise concluded or terminated). O.C.G.A. § 50-18-
72(a)(8).

Real estate appraisals, engineering or feasibility estimates, or other records relative to the pending
acquisition of real property. O.C.G.A. 8 50-18-72(a)(9).

Pending, rejected, or deferred sealed bids or sealed proposals and detailed cost estimates related
thereto (provided that such records shall not be withheld if the final award of the contract has been
made or the project has been terminated or abandoned). O.C.G.A. § 50-18-72(a)(10).

Records identifying individuals applying for or under consideration for employment/appointment as
executive head of an agency (provided such records shall not be withheld if the exemption has
expired). O.C.G.A. 8 50-18-72(a)(11).

Records containing data or information developed, collected, or received in connection with
neighborhood watch or public safety notification programs, or with the installation, servicing,
maintaining, operating, selling, or leasing of an alarm system. O.C.G.A. § 50-18-72(a)(19).

Personal individual information, including an individual’s social security number, mother’s birth
name, credit card information, debit card information, bank account information, account number,
utility account number, password used to access his or her account, financial data or information,
insurance or medial information in all records, unlisted telephone number if so designated, personal
e-mail address or cellular telephone number, day and month of birth, and information regarding
public utility, television, Internet, or telephone accounts held by private customers (provided that
nonitemized bills showing amounts owed and amounts paid shall be available). (Certain exceptions
exist related to news media, courts, prosecutors or law enforcement officers, government employees,
individuals for whom the records are maintained, etc.) O.C.G.A. § 50-18-72(a)(20)(A).

Personal information of public employees, including the public employee’s home address, home
telephone number, day and month of birth, social security number, insurance or medical information,
mother’s birth name, credit card information, debit card information, bank account information,
account number, utility account number, password used to access his or her account, financial data
or information other than compensation by a government agency, unlisted telephone number if so
designated in a public record, and the identity of the public employee’s immediate family members
or dependents. (Note: This paragraph shall not apply to public records that do not specifically
identify public employees or their jobs, titles, or offices. Where not so identified, see O.C.G.A. §
50-18-72(a)(20)(A) regarding personal individual information.) O.C.G.A. § 50-18-72(a)(21).

Information that could compromise public security, including vulnerability assessments, security
plans and blueprints of public facilities, plans for protection against attacks or information regarding
security devices designed to protect against terrorist attacks that depend for their effectiveness upon
lack of public knowledge, and information regarding training relative to security measures that
would identify those trained or reveal other information otherwise exempt for security reasons.
0.C.G.A. §50-18-72(a)(25)(A).
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[

(]

Unless the request is made by the accused in a criminal case or by his or her attorney, public records
of an emergency 9-1-1 system, containing information which would reveal the name, address, or
telephone number of a person placing a call to a public safety answering point. Such information
may be redacted from such records if necessary to prevent the disclosure of the identity of a
confidential source, to prevent disclosure of material which would endanger the life or physical
safety of any person or persons, or to prevent the disclosure of the existence of a confidential
surveillance or investigation. O.C.G.A. § 50-18-72(a)(26).

Attorney-client privileged information (O.C.G.A. 8 50-18-72(a)(41)) or attorney work product
(0.C.G.A. 850-18-72(a)(42)).

Computer program or software used or maintained in the course of operation of a public office or
agency. O.C.G.A. § 50-18-72(a)(44). (This does not include data generated, kept, or received by an

agency.)

Other, specifically

Thank you for your request.

Sincerely,
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EXHIBIT 9

Records that are not required to be released pursuant to a court order. O.C.G.A. § 50-18-71(a).

Records that are specifically required by federal statute or regulation to be kept confidential. O.C.G.A. §
50-18-72(a)(1)

Medical or veterinary records and similar files, the disclosure of which would be an invasion of personal
privacy. O.C.G.A. § 50-18-72(a)(2).

Records compiled for law enforcement or prosecution purposes to the extent that production of such records
is reasonably likely to disclose (1) the identity of a confidential source, (2) confidential investigative or
prosecution material which would endanger the life or physical safety of any person or persons, or (3) the
existence of a confidential surveillance or investigation. O.C.G.A. § 50-18-72(a)(3).

Records of law enforcement, prosecution, or regulatory agencies in a pending investigation or prosecution
of criminal or unlawful activity. O.C.G.A. § 50-18-72(a)(4).

Georgia Uniform Motor Vehicle Accident Reports. (These may only be released to certain individuals who
complete a statement of need or individuals or entities whose name or identifying information is contained
in the report.) O.C.G.A. § 50-18-72(a)(5).

Records containing jury list data. O.C.G.A. 8 50-18-72(a)(6).

Records consisting of confidential evaluations prepared in connection with the appointment or hiring of a
public officer or employee. O.C.G.A. § 50-18-72(a)(7).

Records consisting of material obtained in investigations related to the suspension, firing, or investigation of
complaints against public officers or employees (provided that such records shall not be withheld if ten (10)
days have expired since such material was presented to the agency or an officer for action or the
investigation is otherwise concluded or terminated). O.C.G.A. 8 50-18-72(a)(8).

Real estate appraisals, engineering or feasibility estimates, or other records relative to the pending
acquisition of real property. O.C.G.A. 8 50-18-72(a)(9).

Pending, rejected, or deferred sealed bids or sealed proposals and detailed cost estimates related thereto
(provided that such records shall not be withheld if the final award of the contract has been made or the
project has been terminated or abandoned). O.C.G.A. § 50-18-72(a)(10).

Records identifying individuals applying for or under consideration for employment/appointment as
executive head of an agency (provided such records shall not be withheld if the exemption has expired).
O.C.G.A. 850-18-72(a)(11).

Records containing data or information developed, collected, or received in connection with neighborhood
watch or public safety notification programs, or with the installation, servicing, maintaining, operating,
selling, or leasing of an alarm system. O.C.G.A. § 50-18-72(a)(19).

Personal individual information, including an individual’s social security number, mother’s birth name,
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credit card information, debit card information, bank account information, account number, utility account
number, password used to access his or her account, financial data or information, insurance or medial
information in all records, unlisted telephone number if so designated, personal e-mail address or cellular
telephone number, day and month of birth, and information regarding public utility, television, Internet, or
telephone accounts held by private customers (provided that nonitemized bills showing amounts owed and
amounts paid shall be available). (Certain exceptions exist related to news media, courts, prosecutors or law
enforcement officers, government employees, individuals for whom the records are maintained, etc.)
0O.C.G.A. §50-18-72(a)(20)(A).

Personal information of public employees, including the public employee’s home address, home telephone
number, day and month of birth, social security number, insurance or medical information, mother’s birth
name, credit card information, debit card information, bank account information, account number, utility
account number, password used to access his or her account, financial data or information other than
compensation by a government agency, unlisted telephone number if so designated in a public record, and
the identity of the public employee’s immediate family members or dependents. (Note: This paragraph shall
not apply to public records that do not specifically identify public employees or their jobs, titles, or offices.
Where not so identified, see O.C.G.A. § 50-18-72(a)(20)(A) regarding personal individual information.)
0.C.G.A. 8 50-18-72(a)(21).

Information that could compromise public security, including vulnerability assessments, security plans and
blueprints of public facilities, plans for protection against attacks or information regarding security devices
designed to protect against terrorist attacks that depend for their effectiveness upon lack of public
knowledge, and information regarding training relative to security measures that would identify those
trained or reveal other information otherwise exempt for security reasons. O.C.G.A. § 50-18-72(a)(25)(A).

Unless the request is made by the accused in a criminal case or by his or her attorney, public records of an
emergency 9-1-1 system, containing information which would reveal the name, address, or telephone
number of a person placing a call to a public safety answering point. Such information may be redacted
from such records if necessary to prevent the disclosure of the identity of a confidential source, to prevent
disclosure of material which would endanger the life or physical safety of any person or persons, or to
prevent the disclosure of the existence of a confidential surveillance or investigation. O.C.G.A. § 50-18-
72(a)(26).

Attorney-client privileged information (O.C.G.A. § 50-18-72(a)(41)) or attorney work product (O.C.G.A. §
50-18-72(a)(42)).

Computer program or software used or maintained in the course of operation of a public office or agency.
0.C.G.A. §50-18-72(a)(44). (This does not include data generated, kept, or received by an agency.)
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Equal Employment Opportunity
July 21, 2009
AMENDED:
August 17, 2010

Policy Number 201.1 POLICY SECTION: Human Resources

PURPOSE

To establish a policy to ensure equal employment opportunity with the County and to outline
procedures for action in case of violation.

RESPONSIBILITY

The Human Resources Manager shall serve as the Equal Opportunity Officer to carry out the
Equal Employment Opportunity Policy and Program. The Officer shall be the focal point for the
County's equal opportunity efforts and shall advise and assist staff and management personnel in
all matters regarding implementation of and compliance with the Equal Employment Opportunity
Policy, and be responsible for the successful execution of the program. The Equal Opportunity
Officer will have responsibility to examine existing internal policies or procedures which may
serve as barriers to implementing the Equal Employment Opportunity Program.

POLICY

Applicants for positions and Employees of Columbia County government shall be assured of fair
and equitable treatment in all aspects of personnel administration, including training, promotion
and disciplinary action and shall be assured equal employment opportunity based on ability and
fitness to all persons regardless of race, religion, color, creed, national origin, sex, marital status,
genetic information, veteran status, age or the presence of any sensory, mental or physical
disability unless such disability effectively prevents the performance of the essential duties
required of the position and which are bonafide, occupational qualifications which cannot be
accommodated without undue hardship.

The goals and objectives of the Equal Employment Opportunity Policy are to:

1) Ensure fair treatment, prohibit discrimination and harassment of any type in county hiring
and employment practices.

2) Provide compliance with State and Federal equal opportunity requirements and regulations.
PROCEDURES

The Equal Opportunity Officer will:

1) Periodically review all position qualifications and job descriptions to ensure requirements are

relevant to the tasks to be performed. Make recommendations as needed to delete
requirements not reasonably related to the tasks to be performed.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

VI.

3)

4)

5)

6)

APPROVED: TOPIC: Equal Employment Opportunity
July 21, 2009
AMENDED:
August 17, 2010
Policy Number 201.1 POLICY SECTION: Human Resources
2) Assure that pay and fringe benefits depend upon job responsibility and, along with overtime

work, are administered on a non-discriminatory basis.

Inform and provide guidance to staff and management personnel who make hiring decisions
so that all applications for selections, promotion and termination, including those of
minorities and women, are considered without discrimination and all applicants be given
equal opportunity regardless of political affiliation, race, color, gender, religion, age, sexual
orientation, national or ethnic origin, disability, marital status, genetic information, veteran
status, or physical disability unless such disability effectively prevents the performance of
essential duties and functions required by the position and which are bona fide occupational
qualifications which cannot be accommodated without undue hardship.

Maintain a pool of qualified candidates to encourage equal employment opportunity in hiring.

Provide orientation for all new Employees and encourage all Employees to avail themselves
of employment opportunities.

This policy shall be made known to all Employees, contractors, and suppliers through
distribution of the Equal Opportunity Policy. Applications for employment will include an
equal opportunity clause.

EMPLOYEE DEVELOPMENT

The following will be undertaken to achieve Employee job satisfaction and equal opportunity.

1)

2)

Seek to prevent discrimination of the type described in Section Il above with regard to
training and educational opportunities, reclassifications, promotions, transfer and demotion,
layoffs and termination of Employees. Any actions which might adversely affect Employees
and involve discrimination of the type described in Section Il above will be brought to the
attention of the Equal Opportunity Officer.

Actively encourage Employees to increase their skills and job potential through training and
educational opportunities. Offer guidance and counseling in developing programs tailored to
individual aptitudes and desires.

VIOLATIONS

Violations of this policy may be cause for the full range of disciplinary action.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: July 21, TOPIC: New Employee Onboarding / Orientation
2009

AMENDED:

June 17, 2014

Policy Number 202.1 POLICY SECTION: Human Resources

PURPOSE
To establish a policy and procedure for New Employee Onboarding and Processing.
RESPONSIBILITY

The Human Resources Department is responsible for new Employee payroll and benefits
orientation and processing.

POLICY

All new hire Employees appointed to an Allocated Position of the County will be scheduled for
New Employee Onboarding with the Human Resources Department on or after their first day of
work.

The Human Resources Specialist will obtain personal information from the Employee for the
official personnel file, obtain tax withholding forms, and prepare authorized deductions, etc. The
Employee Handbook, Outside Employment Form, Internet Usage and Guidelines, Personal Time
Off Policy, Anti-Harassment Policy, Drug Free Workplace Policy, and the Georgia Law Seat
Belt requirements will be provided to and discussed with the Employee. In addition, the Risk
Management handbook, accident and injury procedures are discussed with the employee. The
Employee will read the policies and raise any questions regarding same, sign a form
acknowledging receipt and understanding of these policies. The signature on the forms will be
witnessed by the Human Resources Specialist.

The Benefits Specialist will conduct the Employee benefits orientation. A benefits information
package that includes the Summary of Benefits, Flexible Benefits Plan worksheet, Statement of
Medical and Life Insurance Benefits and Enrollment Forms, Retirement and supplemental
products information will be presented to the Employee.

Medical, life, dental, retirement and supplemental products representatives participate in the new
hire orientation process. Each will present a brief summary of the represented plan available
through payroll deduction and respond to new Employee questions concerning the schedules of
benefits.

The hiring department will continue the New Employee Onboarding Process by providing any
additional information to the new Employee including:

a) Work standards and regulations
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: July 21, TOPIC: New Employee Onboarding / Orientation

2009

AMENDED:
June 17, 2014

Policy Number 202.1 POLICY SECTION: Human Resources

9)
h)

Hours of work, time sheets or reports

Duties of the position

Safety rules and procedures, location of safety or protective equipment
Tour of the work area, including location of equipment, supplies, etc.
Introduction to co-workers

Schedule for lunch and breaks

When and whom to report absence from work

Who is responsible for performance planning and review
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Employee Separation and Termination
July 21, 2009
AMENDED:
March 15, 2011
June 16, 2015

Policy Number 203.1 POLICY SECTION: Human Resources

PURPOSE

To establish procedure for Employee separation or termination from the Career Service with the
County by resignation, abandonment of job, lay off or reduction in force, disability, loss of job
requirements, dismissal or discharge, new hire probationary termination, special probationary
period termination, retirement or death. The procedures are designated to provide the least
disruption and inconvenience to the Employee and the County.

TYPES OF SEPARATION AND TERMINATION

1)

2)

3)

4)

Abandonment of Job

An Employee not on authorized leave of absence who, without valid reason, fails to report for
work for three (3) consecutive days may be terminated from the service of the County for job
abandonment. Any Career Service Employee terminated for job abandonment shall have the
right of appeal under the Grievance and Appeals procedure.

Employee — Initiated Resignation

A voluntary termination for any reason other than retirement is an employee-initiated
resignation. Employees shall make their resignation intentions known by providing a written
resignation to his or her immediate Supervisor at least fourteen (14) calendar days prior to the
effective date of resignation. The resignation letter should include the reason for leaving as
well as the proposed effective date. Two weeks of notice is understood to mean that the
resigning employee will be available for work during this time. Exceptions to the two-week
notice may be granted by the Division Director.

Supervisor — Initiated Resignation

A termination requested by the Supervisor which permits the Employee to resign in lieu of
being discharged. A termination of this type occurs only after the Supervisor's consultation
with the Human Resources Manager. An evaluation of the circumstances is conducted,
including reasons for the request, supporting documentation and alternatives. Guidelines are
similar to those for discharge.

Death
Separation shall be effective as of the date of the death of the Employee. All compensation,

including leave pay and salary, shall be made payable to the estate of such Employee or as
may be determined by law or by applicable executed documents in the personnel folder of
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Employee Separation and Termination
July 21, 2009
AMENDED:
March 15, 2011
June 16, 2015

Policy Number 203.1 POLICY SECTION: Human Resources

5)

6)

7)

8)

9)

such Employee.
Discharge or Dismissal

Termination of an Employee by the County may be with or without cause governed by the
provisions of these policies and procedures as hereinafter set forth and the laws of the State of
Georgia.

New Hire Probationary Termination

The discharge of an Employee during the established new hire probationary period is a new-
hire probationary termination. An Employee terminated during the established probationary
period is not entitled to use the Grievance and Appeals procedure.

Probationary Termination

The discharge of an Employee who has failed to improve performance or work behavior
during a special probationary period is a probationary termination. An employee who has
been placed on temporary probation and/or transferred to a different job function will be
evaluated for up to three months to allow the employee an opportunity to improve
performance. If the employee fails to satisfactorily improve job performance or work
behavior as a condition of continued employment, the employee will then be terminated.

Layoff

A Layoff is an involuntary termination or separation of an Employee by the County for
shortage of funds or work, abolishment of the position, material changes in the duties or
organization, or related reasons beyond the Employee’s control which do not reflect
dissatisfaction with the service of the Employee. The duties previously performed by any
laid-off Employee may be reassigned to other Employees holding positions in appropriate
classes.

Notice to Department Head

When a layoff of any Employee shall become necessary, the Board of Commissioners shall
notify the Department Head at least 30 calendar days in advance of the intended action and
the reasons therefore. The Department Head shall furnish to the Human Resources Manager
the names and job titles of the Employees to be laid off and the order in which such lay off
shall be affected.
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10) Order of Layoff

Should it become necessary to reduce the number of Employees within a given class in any
department, such Employees shall be laid off on the basis of the following three factors to be
weighed equally: 1) length of service in class, 2) length of service with the County, and 3)
performance evaluations for the previous three years.

11) Special Cases

Should a Department Head determine that the retention of a certain Employee is essential to
the efficient operation of the Department because of the fact that such Employee possesses
special skills or abilities, and should the Department Head wish to retain such Employee in
preference to another with a higher rating, then the Department Head shall submit a written
request to the Human Resources Manager. Such notification shall set forth in detail the
specific skills and abilities possessed by the Employee and the reasons why such Employee is
essential to the effective operation of the department. With the approval of the Board of
Commissioners, the individual may be retained.

12) Notice to Employees

Regular Employees and Employees on probation who are scheduled to be laid off shall be
notified in writing by the Human Resources Manager at least fourteen (14) calendar days
prior to the effective date of the layoff.

13) Demotions

Any Regular Employee, who is scheduled to be laid off, shall have the right to be demoted to
a lower classification, provided that a vacancy exists and such Regular Employee is qualified
to fill the position in the lower classification. An Employee in a probationary period shall
not have such a right.

14) Loss of Job Requirements

Any Employee who does not obtain or ceases to hold a special license or other special
requirement necessary to perform or is intended to perform his or her job shall be separated
by a lay off until such license or special requirement is obtained. The license or special
requirement shall be obtained within the specified period of time designated by the
Employee’s Division Director or the Employee shall be dismissed.

Page 3 of 5



COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Employee Separation and Termination
July 21, 2009
AMENDED:
March 15, 2011
June 16, 2015

Policy Number 203.1 POLICY SECTION: Human Resources

15) Furloughs

Employees may be placed on mandatory time off work with no pay or furloughs due to
revenue or projected revenue shortfall, changes in organization operating requirements, or
other organization needs rather than implementing a lay off.

16) Disability Retirement

An Employee will notify his or her immediate Supervisor of resignation due to disability. A
disability is an inability to perform the essential functions of a job due to injury, illness,
disease or a medical condition that makes the Employee’s continuance on the job a danger to
himself, herself or to others. Medical documentation from a licensed doctor or medical
facility stating the Employee is totally disabled to perform his or her job must be provided by
the retiring Employee to the Human Resources Department.

17) Retirement

Any Employee may retire by voluntarily separating employment with the County coupled
with a statement by the Employee that he or she is retiring. However, for the Employee to
receive public recognition as a retiring Employee at a Board of Commissioners meeting or
other ceremony, the Employee must have satisfied the following requirements:

a) Fifteen years or more service to Columbia County.
Retirement under this Policy shall not affect a person’s rights to benefits under the Columbia

County Retirement Plan. Participants in this plan and program shall be governed by the
terms and conditions thereof.

EMPLOYEE EXIT INTERVIEW

The Supervisor or Employee shall schedule an exit interview with the Human Resources
Department prior to the last day of employment. Temporary Employees do not participate in the
Exit Interview process unless information can be gained which will improve or enhance present
employment conditions.

1) The Exit Interview shall be maintained separately from the Employee's official personnel file.
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2) The Human Resources Department is notified of the Employee's separation date via
department memo or Employee letter of resignation.

3) Employees shall receive pay for work performed through the last hour worked and for unused
benefits as stipulated by policy and laws governing such payments.

4) Termination pay shall be reduced by any authorized legal deductions, credit union and any
other amounts specifically agreed upon orally or in writing by the Employee and the County.

5) All County property must be returned before the final paycheck is given to the Employee.
The terminating Employee is responsible for ensuring all paperwork has been completed.
Failure by the terminating Employee to properly exit may result in delay of receipt of the
final paycheck.

6) The official date of termination will be the last full day the Employee reports for work.

7) A Benefits Representative will discuss options to continue medical, life, dental and
supplemental products after termination of employment.

8) Forms to request Retirement or Deferred Compensation refunds, if any, are available in the
Human Resources Department or on vendor website.

9) All claims for unemployment compensation filed by a terminating Employee shall be

processed by the Human Resources Department. Requests for information about
unemployment compensation should be forwarded to the Human Resources Department
immediately to avoid unauthorized charges against the County's account.
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l. PURPOSE

To establish a policy and procedure for the hiring process.

POLICY

The Human Resources Department will administer and coordinate the hiring process for vacant
positions in the Career Service.

PROCEDURES

RECRUITMENT

1)

2)

3)

4)

5)

6)

The Human Resources Department will be notified immediately of any position vacancy(ies).

The Department Head will complete either the electronic or PDF version of the Human
Resources Requisition Form and submit to the Human Resources Manager. All position
vacancy requests are reviewed by the Human Resources Manager, Finance Director and
Deputy County Administrator. Requests for New Positions or reclassification of existing
positions are reviewed during the fiscal year budget processes, however, exceptions may be
presented for review and approval by the Board of Commissioners during the budget year.

Any current position requests will be reviewed by the Human Resources Manager, Finance
Director and Deputy County Administrator to determine budget allocations, criticality of
need for the position and for approval or disapproval of the request.

No vacant position may be filled until all leave balances of the former incumbent have been
approved and paid and budgeted funds are available. After approval, the Human Resources
Department will prepare the job posting and distribute through the County email system with
a request for county departments to distribute the notice to employees who do not have email
access and post on department bulletin boards. The position announcement will be posted on
the Human Resources Department bulletin board, County job opportunity webpage and
employment phone hotline five (5) working days prior to interviews being conducted,;
however, shorter periods may be declared by Human Resources due to business hour
changes.

The Human Resources Department will screen the active pool of application files for
qualified candidates. Newspaper ads and professional journal ads will be placed when there
is not an adequate pool of qualified applicants for the vacant position.

Ads to be placed in local newspapers, trade publications and professional journals will be
developed and placed by the Human Resources Department with assistance provided by the
affected department. Funding of all general advertisements will be through the Human
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Resources Department budget.

7) Applications shall be submitted to the Human Resources Department using the online County
Employment Application form. Applications are received Monday - Thursday from 8:00
a.m. - 6:00 p.m. and 8:00 a.m. to 5:00 p.m. on Friday; if business hours are changed, Human
Resources will advertise the revised time period. A resume will not be accepted in lieu of a
completed application. A candidate will not be considered without a timely submitted,
complete application form. The application will be kept on file for two years and may be
used to consider an applicant for all positions for which he or she might be qualified.
Internal candidates interested in applying for other positions within the County must
complete the online employment application form for any positions desired in the County
and must advise his or her Supervisor of the interest in other employment opportunities.

8) No applications for a position are accepted after the published closing and/or receipt date. If
there is not a sufficient pool of qualified candidates at the closing date, the position may be
re-opened and re-advertised.

9) The Human Resources Department or an outside agency will screen all applications received
to ensure the applications are complete. Human Resources can assist departments by
selecting qualified candidates to be interviewed for the vacant position.

10) Applications of qualified candidates will be made available through the applicant database to
the supervisor of the advertised position or forwarded to the affected department by email, in
a PDF, on disc, or by hard copies. Human Resources can provide the applications to an
outside agency for review as well as assist with scheduling candidates for interviews.

11) Applicants may be disqualified for employment consideration when 1) they do not possess
the qualifications for the job; 2) they have demonstrated an unsatisfactory employment record
or personal record as evidenced by information contained on the application form or by the
results of a reference check; 3) they have made false statements of any material facts or
practiced deception in their application; 4) they are physically, mentally or otherwise unable
to perform the essential functions or duties of the position with reasonable accommodations;
5) the applicant is not within the legal age limits prescribed by law; or 6) the applicant does
not meet employment eligibility requirements.

INTERVIEW PROCESS

The employment interview is part of the selection process. The primary function of the interview
is to obtain data or to assess certain knowledge, skills and abilities of a candidate not available
through review of applications. Certain guidelines will be observed to maximize the validity and
reliability of the interview process as well as ensure the adherence to current EEO requirements.

The Human Resources Department or outside agency shall provide guidelines for the interview
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process, including selection of panel members, scheduling candidates, development of interview
guestions, etc.

1)

2)

3)

4)

5)

6)

7)

The interview panel will be selected by the hiring department. A minimum of three
individuals may serve on the interview panel. The interview panel shall consist of personnel
who have expertise with the elements of the position and the panel should ensure objectivity
and job knowledge. Relatives or applicant personal friends will be excluded from the panel.

a) Reasonable accommodations shall be made for disabled applicants to allow participation
in the interview process.

The Department Head or Supervisor of the department in which the position vacancy exists,
or the outside agency shall be responsible for the development of interview questions and
standards for measurement of candidate responses. Consistency will be maintained in the
questions asked of all candidates. The questions must be job related and designed to measure
job knowledge, experience and education or to solicit responses that reflect those personal
traits that are job related. Questions pertaining to race, sex, religion or marital status or other
inquiries that directly or indirectly disclose such information are prohibited. Any questions
that would indirectly divulge an applicant's age, national origin or other discriminatory factor
shall be made in strict accordance with Law.

Inquiries as to birth date and proof of age are permitted as long as there is no explicit or
implied preference for persons who are under forty (40) years of age.

Inquiries as to an applicant's ability to read, write or speak foreign languages are permitted
when such inquiries are based on job requirements.

Inquiries about whether an applicant has certain specified sensory, mental or physical
disabilities which relate reasonably to fitness to perform the particular job, or whether an
applicant has any disabilities or health problems which may affect work performance or
which the employer should take into account in determining job placement are permitted.
Other general inquiries that would tend to divulge disabilities or health conditions which do
not reasonably relate to fitness to perform the job are not permitted.

Each member of the interview panel scores the candidates independently.

Following the interview, the interview panel shall attempt to reach consensus and send the
interview results and recommendations to the Human Resources Department or outside
agency. If consensus cannot be reached, the final candidates, including their strengths and
weaknesses, will be reported to the hiring authority.

REFERENCE CHECK
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1) Before any offer of employment is extended, it is recommended that Human Resources, the
hiring supervisory or an outside agency conduct all personal, background and reference
checks on the final candidate(s). The information will include verification of employment,
dates of employment, position responsibilities, work record, attendance record, strengths,
weaknesses and other position related information.

2) No reference check or background investigation will be conducted without first notifying the
applicant of the investigation.

3) Certain positions may be required by the Human Resources Department to undergo a
thorough background check by a designated individual/agency.

4) Results of the reference check and/or background check will help determine the applicant's
fitness for the position.

APPLICANT NOTIFICATION

1) After a candidate has been selected, the Department Head or Supervisor of the position that is
being interviewed notifies Human Resources of the selected candidate.

2) Human Resources may extend the employment offer on behalf of the hiring Department and
will request that the offer be accepted or rejected within a set number of days.

3) If the first offer is rejected, it will be decided whether to hire another candidate within the
applicant pool or to re-advertise the position.

4) After a candidate accepts the employment offer, all other candidates are notified in writing by
the interviewer that they were not selected for the position. Human Resources can assist the
hiring department with correspondence to candidates who were not selected.

APPOINTMENT

An employment confirmation letter should be forwarded to the final accepting candidate outlining
the terms of employment. The letter is prepared and mailed by the Hiring Department or Human
Resources stating all appointments are contingent upon satisfactory completion of a post-offer of
employment physical and drug screening, motor vehicle record and criminal background review.

Within three days of the new hire employment date, and upon completion of Form 1-9, Human
Resources will submit a request through the E-Verify Employment Eligibility Verification
system. Human Resources will immediately receive notice if the employee has received 1)
Employment Authorization, 2) SSA Tentative Non-confirmation, or 3) DHS Verification in
Process notice. The State of Georgia, in conjunction with Homeland Security, implemented this
employment eligibility requirement July 2007.
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APPLICANT EXPENSES

1) Unless approved by the County Administrator, the County does not reimburse any applicant
for travel costs in conjunction with the hiring process.

2) Relocation costs are paid in full by the Employee unless otherwise budgeted and approved by
the County Administrator.

3) The applicant should be advised of items 1 and 2 above before the interview.
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l. PURPOSE

To establish a policy setting uniform hours of work for Employees.

POLICY

Normal working hours for Employees are eight (8) hours, from 8:00 a.m. to 5:00 p.m., five days
per work week, with a one (1) hour unpaid lunch period. This does not include personnel
engaged in shift work. Employees are expected to be at their work location and ready to begin
work at the beginning of their work schedule. The lunch period will be scheduled to allow for
continuous staffing of all offices with at least one person.

Employees may receive, but are not required to have, a rest period of not less than fifteen (15)
minutes, on the County's time, for each four (4) hour work period. Rest periods should be
scheduled as near as possible to the midpoint of each four (4) hour work period.

The County shall provide each Employee working normal business hours with one (1) hour for a
meal break between the third and fifth hour of each shift. All rest breaks and lunch breaks shall
be arranged by the Employee at the discretion of his/her Supervisor.

The standardization of working hours is necessary to provide:

a) Continuity in access by and service to the citizenry.

b) Facilitation of teamwork.

c) Facilitation of Supervisory assistance.

Occasions may arise when the service to the citizen can be improved through the adjustment of an
Employee's work hours. The Department Manager shall obtain approval of the Division Director

for the adjustment in work hours, except for lunch period.

Individual requests for adjustment of working hours for personal reasons must be evaluated in
light of the effect on the criteria enumerated in items a-c above.

Advance notice of anticipated tardiness is expected; notice of unavoidable tardiness is expected
when possible. Failure to do so will be construed as an unexcused absence.

Notification by another Employee, friend or relative is not considered acceptable except in an
emergency situation where the Employee is physically unable to make the notification.

Daily attendance records will be maintained by each department including date and time absent
and reason for absence. Attendance shall be a consideration in determining promotions, transfers,
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satisfactory completion of probationary periods and continued employment with the County.
Frequent tardiness or other attendance irregularities shall be cause for disciplinary action. This
may take the form of progressive discipline, including written warning, suspension and
termination.

Hours for part-time and certain occupational groups of Employees may vary from the normal

office hours noted above due to the nature of their duties and will be determined by the
appropriate Department Manager or Department Head.
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l. PURPOSE

To provide for a uniform response and handling of a county-wide Modified Duty return to work
program for Employees who have a Work-Related Injury or IlIness.

These policies and procedures apply to any situation where an Employee is being treated for a
Work-Related Injury or lllness and is determined fit by a County approved physician or
practitioner to return to work on a temporary basis with modified duties.

Exception: This program is not intended to include Employees whose disability has been caused
by an off-duty injury or illness.

POLICY

It is the policy of the County, with the cooperation of all departments, to locate and assign
Modified Duty, when feasible, to Employees who are temporarily disabled from their regular job
as a result of Work-Related Injury or lliness. All such Modified Duty assignments are to be
within the limitations as recommended by a County approved physician or practitioner.

1) The County approved physician/practitioner shall be encouraged to release temporarily
disabled Employees to Modified Duty work status and to describe the Employees physical
limitations in sufficient detail to enable the County to identify a suitable work assignment or
to modify the tasks of the regular assignment which may be eliminated or adjusted.

2) The department in which the Employee works shall attempt to locate a work assignment or
modify the work duties of the regular assignment within the limitations recommended by the
physician or practitioner.

3) If the department is unable to assign suitable work, other departments within the division
shall be contacted to determine if a suitable work assignment can be accommodated.

4) If no suitable assignment is available within the division, the Human Resources Department
shall be contacted by the next business day in order to consider other alternatives. Human
Resources will attempt to coordinate, where feasible, a temporary reassignment of the
Employee on an inter-department basis. The Department to which the Employee is regularly
assigned will continue to be charged for the Employee's wages and benefits.

5) The Employee will be responsible for reporting to their immediate Supervisor following each
medical appointment and providing that person with the appropriate medical status slip from
the authorized treating physician/practitioner. The Employee shall cooperate to the fullest
extent possible by performing the tasks and duties within the modified assignment to the best
of his/her ability.
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6) The immediate Supervisor will be responsible for monitoring the Employee's performance
during the period of Modified Duty. Performance appraisals will be conducted at the
appropriate intervals.

7) Employees shall be entitled to earn their usual base salary while on Modified Duty. It is the
County's policy that no Overtime will be authorized unless the Employee is expressly given
permission by the Division Director or Department Manager. All Overtime assignments must
be approved in advance by the Division Director or Department Manager and must be in
accordance with the work restrictions set forth by the attending physician/practitioner.

8) Upon release to regular work without restrictions, the Employee shall be returned to his/her
regular work unit in the usual work assignment.
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l. PURPOSE

To establish policy for the employment of Immediate or Extended Family members of a current
County Employee.

POLICY

1. Employment of Relatives

It is the County’s policy that Immediate or Extended Family members of then existing
County Employees will not be employed in Regular Full-time or Regular Part-time positions
where:

a) One relative would have the authority to supervise, appoint, remove, discipline or
evaluate the performance of the other.

b) One relative would be responsible for auditing the work of the other.

c) Other circumstances that may exist which would place the relatives in a situation of
actual or reasonably foreseeable conflict between the County's interest and their own.

Columbia County shall not hire any member of the Immediate or Extended Family of any
then serving member of the Board of Commissioners. Any Employee who was employed by
the County prior to his/her relatives’ election to the Board of Commissioners may continue to
work for the County, provided, however, that the relative of such Employee who is a member
of the Board of Commissioners shall take no part in and shall not seek, directly or indirectly,
to exert any influence on any action involving the evaluation, compensation, promotion,
demotion, discharge or status of such Employee.

This Policy applies to promotions, demotions, transfers, reinstatements and new Employees.

For the purpose of this section, Immediate or Extended Family shall be deemed to include
spouses, parents, children, grandparents, grandchildren, brothers, sisters, and the Immediate
or Extended Family of spouses, or as approved by the Department Head.

Employees Who Marry

If two Employees marry while working in the same Department of County Government, one
must apply for a vacant position and transfer to another department within ninety (90) days of
the date of their marriage if both are to continue working for the County. Subject to the
approval of the County Human Resources Manager and the Division Directors involved, the
two Employees may agree which will transfer.
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In the event there is not approval of the agreement between the two Employees, or the two
Employees are not able to agree upon which should transfer, the Employee with the most
recent hire date in the Department where both are working will be required to seek
employment and transfer to another Department or resign the position. In the event the
Employee has not been hired for a vacancy in another department within ninety (90) days of
the date of the marriage, all continued rights of employment shall cease.

County Government Reorganization

If the County institutes a governmental reorganization which changes Departments such that
family members would be working in the same Department, one of such Employees must
transfer to other departments within ninety (90) days of the date of the reorganization if all
family members are to continue working with the County. Subject to the approval of the
Human Resources Manager and the Division Directors involved, the affected Employees may
agree which will transfer.

In the event there is not approval of the agreement between the affected Employees, or the
Employees are unable to agree upon which should transfer, the Employee in the highest pay
grade in the new Department will be allowed to remain and the other Employee will be
required to transfer. If both Employees are of the same pay grade, the County Administrator
shall designate which Employee will transfer.

In the event there has been no position available for transfer at the end of ninety (90) days,
the transferring Employee shall be transferred to any position designated by the County
Human Resources Manager which shall have the highest pay grade available for which such
person is qualified. In such situation the transferring Employee’s pay will not be reduced.
Thereafter, the transferring Employee may transfer to any other Department in the County
provided said Employee does not resume a position in the Department wherein a family
member holds a position.
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l. PURPOSE

To establish guidelines to guard against conflicts of interest when involved in outside
employment, and to assure an Employee's ability to render full service to the County.

1. POLICY

Outside employment shall mean any paid employment performed by an Employee in addition to
his or her employment with the County. Such employment shall be governed by the following
regulations:

1)

2)

3)

4)

5)

6)

Outside employment shall not interfere with the efficient performance of the Employee’s
duties for Columbia County.

Outside employment shall not involve the performance of duties which the Employee should
perform as part of his or her employment with the County.

Outside employment shall not involve a conflict of interest or conflict with the Employee’s
duties to the County.

Outside employment shall not occur during the Employee’s regular or assigned working
hours unless the Employee is on Personal Time Off, compensatory leave or leave without

pay.

No Employee granted permission to engage in outside employment shall work at said outside
employment for a longer period of time than stated in his or her request for permission to
engage in such employment.

Any Employee accepting outside employment under the terms of this policy shall make
arrangements with the outside employer to be relieved of his or her outside duties if and when
called upon for emergency service by the County.

1. PROCEDURES

1)

2)

Any Employee desiring to perform outside employment shall first file a request in writing
with his or her Department Head for permission to engage in same. The request shall state
the type of employment, hours of work, name of the prospective employer and place of
employment.

The Division Director may either disapprove or approve the request. If the Division Director

approves the request, the Human Resources Manager shall review the approval to be sure the
regulations outlined above are satisfied.
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3) If the Division Director disapproves the request, he/she shall give the Employee a written
explanation for the disapproval.
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. PURPOSE

To provide a means to financially recognize above standard performance of Employees as they
progress through the salary range.

POLICY

Regular Employees, who have been employed one (1) year or longer, or at such other time as
specified by the Board of Commissioners, will be eligible for a performance adjustment to pay.
Performance pay adjustments are generally effective the first day of the first full bi-weekly pay
period in January or at such other time as specified by the Board of Commissioners. Regular
Employees, who have completed new hire probation, will be eligible to receive a performance
adjustment to pay on his or her first year of employment anniversary date. Subsequent annual
adjustments to pay will be recommended by the Division Director during the regular annual
performance review period subject to continued and available funding approved by the Board of
Commissioners.

PROCEDURES
1) Performance Appraisal

The Human Resources Manager will announce annual, semi-annual and other special
performance appraisal review periods. The annual performance review is required. Semi-
annual or other special reviews may be performed at the discretion of the Supervisor or
Division Director.

The established annual performance appraisal review period is October 1 through September
30 of the following year.

Department Managers will use the web-based performance appraisal system to complete the
review period forms. Managers should complete the appraisal, meet with the Employee,
obtain signatures and forward the original form to the Human Resources Department to be
maintained in each individual employee personnel file.

2) Job Description
The Supervisor should review the Employee’s job description as part of the appraisal process
to ensure performance appraisal is based on the job tasks and responsibilities. A job audit by
Human Resources can be requested if the Supervisor or Division Director has made changes
in the position tasks, responsibilities, structure or other criteria.

3) Factor and Goal Performance Rating
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4)

5)

6)

7)

8)

9

Supervisors are recommended to evaluate and rate each applicable factor and current goal(s)
and to establish future goals.

Performance Rating Justification

Supervisors are recommended to justify performance factor rating averages that are below or
above expectations in the Comments section.

Goal Setting

Identify methods the Employee can take to improve performance or objectives and outline an
action plan for completion. Identify job or continuing education training that may assist the
Employee in meeting objectives. The Human Resources Department will assist with
providing training resources.

Comments

Employees, who have been granted access to review his or her personal evaluation on-line
may respond with comments to the evaluation via the web-based system, in writing or during
the Performance Review discussion process.

Performance Appraisal Review

The Employee is recommended to sign the appraisal form as an acknowledgment that it was
completed and that he or she is aware of its contents. The Supervisor, likewise, is
recommended to sign the form. The completed form shall be reviewed by the Division
Director then sent to Human Resources to be reviewed by the Human Resources Manager
and placed in the Employee’s file.

Performance Based Salary Adjustments to Pay

Recommendations for annual adjustments to pay are subject to review and approval by the
Management and Financial Services Committee and the Board of Commissioners, whose
determination shall be final. The Oversight Committee may change the recommended salary
adjustment or return it for reconsideration due to budget considerations, the evidence of
rating error, bias or other relevant factors.

Appeals of Ratings

Performance ratings may be appealed by the Employee within five (5) working days of the
completion date of the rating up to the next highest Supervisor, who shall respond in writing
within three (3) working days. If the Employee is still not satisfied, he or she may make a
final appeal to the Human Resources Manager within five (5) working days of written receipt
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from the Supervisor. The Human Resources Manager shall hold a conference with the
Employee and investigate the Employee’s complaint and render a decision in writing within
five (5) working days of the Human Resources Manager’s conference with the Employee and
Supervisor.

10) Employees With Less Than One (1) Year Service

Employees, who are on new hire probation, are not eligible for a performance pay
adjustment. Employees who successfully complete their probationary period shall be eligible
to receive a performance pay adjustment based upon a rating of his or her performance on his
or her first-year anniversary date.

11) Employees With One (1) or More Years Service

Regular Employees, who have completed new hire probation after the annual performance
appraisal period has ended, are eligible to receive a performance adjustment on his or her first
year anniversary date. The percentage recommendation will be based upon a rating of his or
her performance and must be within the prior year performance adjustment guidelines.

Employees, who have completed one (1) or more years of service and are placed on
disciplinary probation due to violations of conduct, unsatisfactory performance or other
policy violations, will not be eligible to receive a merit adjustment. Exceptions must be
approved by the County Administrator and Board of Commissioners.

12) Employees Completing One (1) Year of Service during the October, November or December

Annual Performance Review Period

Employees whose one year anniversary date falls during the months of October through
December and who have successfully completed probation, may be eligible to receive the
annual performance adjustment in addition to his or her one year anniversary date salary
adjustment. Recommendations are subject to approval of the Division Director.

13) Funds

The Board of Commissioners will approve all recommendations for salary adjustments to pay
based on performance. Continued availability of funds is subject to final approvals by the
Board of Commissioners.

14) Payroll Adjustments

The Human Resources Department will prepare and present a list of recommended
performance adjustments to the Management and Financial Services Committee and, if
requested, to the Board of Commissioners.  After approvals are received, the
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recommendations to salary adjustments will be entered in each respective Employee payroll
file by the Compensation Specialist. A list will be forwarded to the Finance Department for
personnel line code adjustments to each respective department and fund.

15) Records Responsibility

The Human Resources Department will retain originals of the performance appraisal form(s)
and approved annual and incremental pay adjustments in the Employee official personnel file.

The Human Resources Manager and Compensation Specialist will provide administrative and

management oversight of manual and web-based appraisal processes, Supervisor training and
assist Supervisors and Managers, as necessary.
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Policy Number 210.1 POLICY SECTION: Human Resources
l. PURPOSE

To identify what types of information may be released from an Employee's personnel file and to
establish general guidelines for an Employee to review the contents of his or her file.

POLICY
1) Confidentiality

Subject to the provisions of the O.C.G.A. 50-18-70, Georgia Open Records Act and other laws of
the State of Georgia, Employee personnel records covered under these policies and procedures
and all other records and materials relating to the administration of the Career Service personnel
system shall be considered confidential and the property of the County. Information that is
obtained in the course of official duties shall not be released by an Employee charged with this
responsibility as part of official duties except as required by law.

2) Personnel Transactions

All appointments, separations and other personnel transactions shall be recorded on forms
provided by the Human Resources Department. A separate file folder shall be prepared and
maintained for each Employee and shall contain the original or a copy of all pertinent documents.

3) Public Inspection

All personnel records shall be subject to public inspections as required by the Georgia Open
Records Act and other laws of the State of Georgia. The following information relative to
Employees and former Employees shall be accessible to the Human Resources Manager, the
Board of Commissioners, the Department Head concerned, the Civil Service Commission and the
Employee involved: classification or job title and salary, selection records and performance rating
reports. Other personnel information may be made available for official purposes at the
discretion of the Human Resources Manager.

4) Destruction of Records

Employee service records shall be kept in accordance with Federal and State regulations and
retention schedules after termination of employment.

5) Personal Information
The Human Resources Department shall be informed in writing by the Employee when there are

any changes in personal information, i.e. tax deductions, marital status, phone or address changes,
in order to maintain accurate records.
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6) Review of Personnel File

The Employee may view his or her personnel records at any mutually convenient time and in the
presence of a Human Resources Department representative. Examination of personnel files will
be limited to normal business hours.
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Policy Number 211.1 POLICY SECTION: Human Resources
l. PURPOSE

To establish policy and procedure for the probation or introductory period for new Employees.
POLICY

New hire Employees, except those Employees who serve at the pleasure of the Board of
Commissioners, serving in authorized Regular Full-Time or Regular Part-Time positions must
serve a period of probation. Employees must complete a minimum six (6) month probation
period, however, this may be extended up to one (1) year.

The probation period is designed to give the Employee time to learn the position and to give the
Supervisor time to evaluate the Employee's potential and performance. During the established
probationary period, the County reserves the right to terminate the Probationary Employee's
service on the basis of any reasons deemed sufficient by the County or without any cause at all.

If an Employee is unable to perform the work, the person must be terminated as early as possible.
Probationary Employees who will not be retained shall be notified of termination in writing by
the Department Head at any time during the probationary period and a copy of said notification
shall be retained in the personnel files.

Prior to the end of the probation period, the Employee shall be formally evaluated and shall be
provided written documentation of progress. It is expected that informal evaluations will be
conducted during the course of the probation period to assess performance and to advise
Employees of expectations regarding performance. Significant job deficiency(ies) shall be
documented in the Employee's personnel file. These evaluations provide the necessary
justification for retention of the person as a Regular Employee.

At the discretion of the Department Head, the probationary period may be extended up to one (1)
year from date of hire. This is only after an evaluation of the situation, the Employee's abilities,
and demonstrated potential. A probation period may be extended if recommended by the
Employee’s immediate Supervisor and approved by the Division Director.

If an emergency arises during an Employee's probationary period, which requires a leave of
absence, such time off, if granted will not be considered as time worked.
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Policy Number 212.1 POLICY SECTION: Human Resources
l. PURPOSE

To establish a policy for re-employment.
POLICY

Any former Regular Employee who resigned from the County in good standing is eligible for
re-employment.

Persons interested in re-employment should file a completed employment application form with
the Human Resources Department. The application will be considered with the regular other
applicants as described in the Hiring Process Policy.

An individual re-employed in his/her former position may be paid at the same rate of pay as of
the time he/she left the County, provided however that the re-employment is within one (1) month
of the previous resignation.

The compensation of an Employee re-hired to a position other than the former position will be
subject to provisions for new hires.

Reinstatement in the retirement plan will be made in accordance with the rules and regulations of
the plan.

Personal Time Off eligibility will be based on previous County service provided that the re-
employment is within one (1) month of the previous resignation.

The date of hire will take into account the person's previous service with the County, however,
future pay increases will coincide with the re-employment date.

The individual's previous personnel file will be re-activated once re-employed by the County
provided re-employment is within one (1) month after the original resignation.

All individuals re-employed by the County must complete a new probationary period.

Page 1 of 1



COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Special Employment Programs
July 21, 2009

Policy Number 213.1 POLICY SECTION: Human Resources
l. PURPOSE

To establish a uniform policy and procedure for all special employment programs.
POLICY

The Human Resources Department is responsible for the coordination of all special
employment programs funded by external agencies (i.e. internships).

PROCEDURE

Department Heads will forward all requests for participation in special employment
programs to the Human Resources Department for coordination with the appropriate
agency(ies).

The requesting department will develop a scope of work and qualifications statement to
be used in the recruitment and selection of the program participants and in the definition
of tasks to be performed during the period of employment.

The provider agency will review scope of work, qualifications, training, level of
supervision and safety for appropriateness.

The Human Resources Department will maintain records on program participants
including any service agreement between the County and provider agency, scope of work
and qualifications statement and personal emergency data.

Department Heads/Supervisors shall provide the Human Resources Department with

regular performance evaluations on program participants and feedback on program
strengths and weaknesses for overall evaluation by the County.
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Policy Number 214.1 POLICY SECTION: Human Resources

l. PURPOSE

To establish the official work week for purposes of complying with the Federal Fair Labor
Standards Act (FLSA), as amended.

1. POLICY
The work week for County Employees shall be a seven (7) day period beginning on Sunday at
7:00 a.m. and continuing to the following Sunday at 6:59 a.m. Fire and Rescue Services work
week begins on Sunday at 7:00 a.m. and ends the following Sunday at 6:59 a.m.

1. LIMITATIONS

This Policy shall not apply to exempt executive, professional, administrative, computer and
outside sales Employees who are exempt from the FLSA.

The above referenced work week may be changed to accommodate special work schedules, such
as the construction and maintenance division's summer schedule.
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APPROVED: TOPIC: Flextime

July 21, 2009

Policy Number 215.1 POLICY SECTION: Human Resources
l. PURPOSE

To allow employees flexibility in scheduling their work hours within the policy requirements
described below.

POLICY

Individual departments may use a flextime work schedule, subject to the following conditions:

The work week for County Employees is a seven (7) day period beginning on Sunday at
12:00 a.m. (midnight) and continuing to Saturday at 11:59 p.m.

Flextime business hours of 8:00 a.m. to 6:00 p.m. from Monday through Thursday and 8:00
a.m. to 5:00 p.m. Friday, excluding holidays, must be maintained within the work week.

The normal work week for non-exempt employees of 40 hours must be observed.

The Department Manager, with the approval of the Division Director or major Department
Head, has the discretion to determine if staffing coverage is adequate and sufficient to meet
the operating requirements of the department and public service needs.

Flextime schedules should be evaluated periodically.

The accrual and use of Personal Time Off, Catastrophic Leave and Personal Holidays will be
the same for employees working flextime as those working a standard schedule.

The department management may implement, continue, discontinue or modify flextime work
schedules. The department management has the right to return an employee to a standard
work schedule.

Department Managers will obtain approval by the appropriate Division Director or
Department Head for the flextime schedule requests. After approval has been obtained, the
schedules should be forwarded to the Human Resources Manager for review.

DEFINITIONS

Exempt Employees — Executive, professional, administrative, computer and outside sales
employees who qualify as being exempt from the requirements of the FLSA.

Flextime — A schedule by which an employee may work an alternate work schedule within
specific limits dictated by the needs of the job and is subject to management review and approval.
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VI.

Flextime Policy — Full-time employees, who are non-exempt, must complete a minimum of forty
(40) hours work within the established seven day workweek period.

RESPONSIBILITY

Department Manager — The department manager will ensure that flextime is administered
consistently and equitably within the department, that flextime arrangements conform to County
policy and that staffing is always adequate to meet the operational requirements of the department
and public needs.

Employee — The employee will plan and organize his or her time to meet the job requirements
established by the department manager and will inform the supervisor when coverage is not
adequate.

EVALUATING FLEXTIME SCHEDULES

Departments currently participating in flextime scheduling will evaluate the schedules
periodically to ensure operational and public needs are being met.

Departments should evaluate any significant effects resulting from the flextime schedule.
Collected data should include the following:

a) Absenteeism

b) Turnover

¢) Punctuality

d) Non-exempt overtime

e) Production statistics, workload and customer service issues

The Division Director and Department Manager should review the data for any inconsistencies or
problem areas. The department should also survey the opinions of staff and management.

ANNUAL REVIEW

All flextime schedules should be reviewed annually to ensure they are viable and meeting
department, employee and citizen needs.
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Policy Number 216.1 POLICY SECTION: Human Resources
l. PURPOSE

To establish a policy and procedures for the annual recognition of active and retired employees
for their service to the County government. Employees who have provided and are currently
providing military service for the armed forces are also recognized as part of the annual
recognition.

RECOGNITION AWARD DEFINITIONS
County Service shall for service recognition purposes mean the sum of all previous and current
salaried employment in a full time or part time County government authorized position.

Temporary or seasonal employment does not qualify.

Service Recognition Award pin shall be given to an employee based on five-year increments of
total credible years of service at the annual ceremony.

Retirement Recognition Award gift shall be given to an employee upon completion of a
minimum fifteen years total County service the calendar year after his/her official retirement date.

Military Recognition Award name plate with the specific armed forces branch and rank of the
County employee will be placed on the Armed Forces master plaque housed in the Government
Center Auditorium.

Break in Service shall be defined as continuous service hours that are broken when the
employee leaves Columbia County government employment for reasons other than resignation,
layoff, or approved leave of absence..

An Employee who leaves the County due to resignation, layoff, or approved leave of absence
shall have total credible years of service combined for purposes of Service Recognition..

RESPONSIBILITY

The Human Resources Manager provides management oversight of the program to ensure all
eligible employees are recognized annually for service to the County.
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PURPOSE

The purpose of this Policy is to establish procedures for classifying and compensating Employees
which are nondiscriminatory and competitive.

RESPONSIBILITY

The Human Resources Manager is responsible for preparation, maintenance and revision of a
Classification Plan and Compensation Plan for all County Exempt and Non-exempt Employees
subject to approval by the Board of Commissioners.

POLICY

The County Classification and Compensation Plans will be maintained to ensure that positions
similar in classification, duties performed and responsibilities assumed are compensated fairly
and equitably without regard to political affiliation, race, color, gender, religion, age, sexual
orientation, national or ethnic origin, disability, marital status, veteran status, or any other
occupationally irrelevant criteria, and with proper regard for their privacy and constitutional
rights as citizens.

CLASSIFICATION PLAN MAINTENANCE

Position Vacancies

As vacancies occur in Allocated Positions, the affected department may complete the online
Human Resources Requisition Form in Munis. If not available, Division Directors must complete

a Human Resources Requisition Form, attach supporting documentation, i.e. letter of resignation,
and submit the form to the Human Resources Manager for processing.

Reclassifying Positions

A position may need to be reclassified if the position has experienced significant changes in
responsibilities, duties or Supervisory control. Position reclassifications are primarily processed
as part of the budget process, but extenuating circumstances may require a position be reclassified
during other times in the fiscal year.
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A revised position description and a completed Human Resources Requisition Form with
supporting documentation attached must be submitted by the Department Head to the Human
Resources Manager.

Requests for Reclassification of a position and movement to a higher or lower salary grade based
on changes in the position requirements, skills or responsibilities, will be reviewed and approved
or disapproved by the Human Resources Manager and County Administrator. Budget impact will
be reviewed by the Finance Director. If approved, the request will be submitted to the,
appropriate Oversight Committee and the Board of Commissioners for final approval. If
disapproved, the request will be returned to the requesting Department Head with comments
regarding the reason for disapproval.

Department or section reorganization or restructuring may require submission of revised position
descriptions for affected Allocated Positions to the Human Resources Manager.

New Positions

The Department Head must submit requests for New Positions to the Human Resources Manager
prior to the new fiscal year budget review process. The request will be reviewed by the the
Finance Director, County Administrator, Oversight Committee and if recommended, submitted
for final adoption with the fiscal year budget.

Requests for a New Position may be required during the fiscal year due to extenuating
circumstances, (i.e. State mandates positions to maintain compliance). The Department Head for
the respective area will complete a Human Resources Requisition Form, attach supporting
documentation to the form and submit the form to the Human Resources Manager for review and
approval. The County Administrator will review and approve or disapprove the request. Budget
impact will be reviewed by the Finance Director. If approved, the request will be submitted to
the appropriate Oversight Committee and the Board of Commissioners for final approval. If
disapproved, the request will be returned to the requesting Department Head with comments
regarding the reason for disapproval.

Position Descriptions
The position descriptions are descriptive and not restrictive. The use of a particular description as

to duties, qualifications or other factors shall not be held to exclude others of similar kind or
quality.
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HUMAN RESOURCES MANAGER RESPONSIBILITIES

The Human Resources Manager is responsible for developing, maintaining, interpreting, and
administering the Classification and Compensation Plans. The Human Resources Manager will
ensure a competitive and equitable compensation program is maintained by conducting salary
surveys and review of position descriptions.

Official Copy of Plan

The Human Resources Manager shall be responsible for maintaining an official copy of the
Classification and Compensation Plans. A copy of the official plans shall be available for
inspection by the general public during business hours.

Official Classification Titles

Titles for Position Classifications as listed in the Classification Plan shall be used on all personnel
documents and payroll records and in the preparation of the operating budget. Working titles for
internal department use should be used by departments only for purposes other than personnel,
payroll or budget documents.

COMPENSATION PLAN

The Compensation Plan is implemented as follows:

1) The salary matrix is composed of twenty-five (25) general pay grades, ten (10) fire rescue
pay grades and four (4) contract pay grades.

2) Each pay grade has a minimum, midpoint and maximum salary.

3) The minimum and maximum salaries in a range have a forty percent (40%) spread.

4) Funds for merit adjustments approved during the fiscal year budget adoption may be
implemented January of the succeeding calendar year. Merit adjustments are subject to

approval by the Board of Commissioners and the availability of funds.

5) Departments are limited by a dollar amount for percentage adjustments with no individual
receiving more than the percentage maximum.
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6)

7)

The percentage increase is established by the Department Head based on performance for
each eligible employee and is subject to budget constraints overall.

Management and Financial Services Committee will review exceptions and maintain
oversight of dollar adjustments.

APPOINTMENT RATES

New Employee

A new Employee may be appointed at the minimum rate of pay for the Position Classification of
the Allocated Position to which he/she has been appointed.

Exceptions

Exceptions may be made to allow an initial appointment in excess of the minimum rate of pay as
indicated below:

a)

b)

Appointments may be recommended at a rate up to ten percent (10%) above the minimum
rate for the position if funds are available in the hiring department personnel budget. Criteria
supporting the recommendation will be based on qualifications that exceed the minimum for
the position.

The Department Head may recommend a percentage higher than ten percent (10%) for
exceptional requirements or specialized criteria to fulfill the responsibilities of a position.
Justification supporting the request shall be submitted in writing to the Human Resources
Manager for review. If approved, the request will be submitted to the County Administrator,
appropriate Oversight Committee and the Board of Commissioners. No commitment to
compensation higher than ten percent (10%) above minimum rate may be extended to a
prospective Employee without final approval by the Board of Commissioners.

If a reasonable recruiting effort has failed to provide qualified candidates for a vacant
professional, specialized or technical position, the Human Resources Manager may
recommend to the Board of Commissioners that the position be reclassified and adjusted to a
competitive salary level.
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VI.

VII.

VIII.

TRAINEE

For certain classes of work in which the formalized training period is of unusual duration and the
needs of the County can best be met by placing an individual in a training capacity, and upon
recommendation of the Department Head, the Human Resources Manager may designate such
position be at a salary rate up to ten percent (10%) below the minimum rate for the position
grade.

RATE OF PAY INCREASE

An Employee may receive a rate of pay increase by means of performance review, anniversary
date adjustments, salary study adjustments or by promotion.

a) Rate of pay increases shall become effective as designated by the Board of Commissioners.

b) Rate of pay increases may be recommended by the Division Director or Department Manager
as part of the annual performance review or to maintain a competitive rate for professional,
technical, or specialized positions subject to budget constraints and approval by the Board of
Commissioners.

PROMOTION

An Employee may be promoted when:

a) The Employee is changed from his or her position to an Allocated Position and Classification
that has a higher pay grade.

b) The Employee’s Position is reclassified to a Position Classification having a higher pay
grade. All reclassifications of positions must be approved by the Board of Commissioners.

c) The Employee may be promoted within or between departments.
Compensation Upon Promotion

When an Employee is promoted to an Allocated Position in a Position Classification with a
higher pay grade, a salary increase may be granted:
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a) Up to ten percent (10%) above the Employee’s current salary; or
b) Up to the minimum of the new classification, whichever is greater.
Promotion Criteria

Promotions will be based on qualifications and merit. Employees receiving promotions may be
required to undergo a criminal background check and/or to provide a current motor vehicle
record. Employees may be required to enter a special probationary period for up to six (6)
months after the promotion to allow the supervisor an opportunity to evaluate employee
performance in the new position.

Promotional opportunities may be extended to qualified applicants already employed by
Columbia County.

IX. DEMOTION
An Employee shall be demoted when:

a) The Employee is changed from his/her position to an Allocated Position with a Position
Classification that has a lower pay grade.

b) The Employee’s Allocated Position is reclassified to a Position Classification with a lower
pay grade.

c) The Employee may be demoted within a department or division provided there is a position
vacancy.

d) If a promoted, reclassified, transferred or demoted Employee fails to achieve satisfactory
performance in the New Position, he or she may apply for position vacancies in other
departments. If the Employee is not successfully transferred to another position suitable to
his/her qualifications and abilities, he/she will be terminated from employment for failure to
perform satisfactorily in the position.
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Compensation Upon Demotion

XI.

If an Employee is demoted:

a) An Employee’s rate of pay may remain unchanged or, except as set forth in subsection c.
immediately below, may be reduced upon the recommendation of the Division Director or
Department Head.

b) An Employee’s rate of pay may not be reduced when the Employee’s position is reclassified
to a Position Classification having a lower pay grade.

c) Anything herein to the contrary, not withstanding, if a demotion is the result of a disciplinary
action, the Employee’s rate of pay may be reduced.

LATERAL TRANSFER
An Employee shall be laterally transferred when:

a) The Employee is moved to an Allocated Position in the same Position Classification or to an
Allocated Position in another Position Classification having the same pay grade.

b) The Employee’s Allocated Position is reclassified to a different Position Classification having
the same pay grade.

Compensation Upon Transfer

An Employee shall not be eligible for a salary increase at the time of a lateral transfer.

PAY FOR PART-TIME EMPLOYMENT

Pay for part-time employment in an Allocated Position shall be equivalent to the rate of pay for
full-time employment in similar Allocated Positions. Under extenuating circumstances, a Part-

time Employee may be paid at a varying rate with written approval of the Human Resources
Manager.
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XIl.  OVERTIME

Except for special situations as specified in the Fair Labor Standards Act, Overtime is work
beyond forty (40) hours in a work week. Overtime work performed by a Non-exempt employee
must be authorized by the Employee’s immediate Supervisor. Overtime will be paid at one and
one-half (1 ¥2) times the regular rate of pay and will be in accordance with the provisions of the

FLSA as amended.

As a general rule, Compensatory Time is discouraged, however, a Division Director or
Department Head may, at his or her discretion, allow employees to work additional hours during
a work week, but the excess hours must be used before the end of the work week. If the
employee is unable to use the excess hours by the end of the work week, the hours must be paid

as Overtime.

XIIl. BUDGET LIMITATIONS

The implementation of policies and procedures pertaining to payment of salaries or rate of pay
adjustments are contingent upon the continued availability of funds and may be increased,
decreased or eliminated according to the availability of funds as approved by the Board of

Commissioners.
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PURPOSE

To establish policy guidelines for the recording, utilization and auditing of Overtime performed
by Employees of the County.

RESPONSIBILITY

The Finance Department shall ensure that a permanent record of Overtime accrued is kept on all

Employees based on information provided by Department Heads, and that the proper payment is

made and accounted for at the end of each pay period.

The Finance Department shall ensure that eligible Employees are compensated for all earned

Overtime.

POLICY

In the event of any conflict between this policy and the Federal Fair Labor Standards Act (FLSA)

the FLSA shall control. The Human Resources Manager will identify Exempt and Non-exempt

position classifications.

Exempt Employees as described in accordance with the FLSA are exempt from Overtime

1) Non-exempt employees will be compensated for Overtime at the rate of one and one-half (1
% ) hours for each hour worked in excess of the number of hours allowed per work week as
designated under the FLSA.

DEPARTMENT MANAGER RESPONSIBILITIES

Department Manager

1) It shall be the responsibility of each Department Manager to equitably administer the use of
Overtime within their respective departments.

2) Department Managers are the authorized authorities for the approval of Overtime..

3) Department Managers shall ensure that all Overtime earned is recorded on the Employee's
time sheet as it occurs.

Page 1 of 2



COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Recording, Utilization and Auditing of Overtime
July 21, 2009

AMENDED:

June 17, 2014

Policy Number 218.1 POLICY SECTION: Human Resources

4) Department Managers will make every effort to minimize the utilization of Overtime within
their departments.

5) Temporary adjustments in working hours or realignment of duties within the department
should be considered as alternatives to the use of Overtime. Overtime shall be considered
necessary only in emergency situations, wherein additional effort is needed to complete a task
which is critical in nature.

6) As a general rule, Compensatory Time is discouraged, however, a Division Director or
Department Head may, at his or her discretion, allow employees to work additional hours
during a work week, but the excess hours must be used before the end of the work week. If
the employee is unable to use the excess hours by the end of the work week, the hours must
be paid as Overtime.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Date of Hire / Seniority Date
July 21, 2009

Policy Number 219.1 POLICY SECTION: Human Resources
l. PURPOSE

To establish definitions and a policy for administering the date of hire and the employment
seniority date for County Employees.

DEFINITIONS
Date of Hire shall be the first day of work of the individual’s employment with the County.

Seniority Date shall be the Date of Hire of the Employee. If an Employee previously worked for
Columbia County then left employment and is later rehired, the Date of Hire and Anniversary
dates shall relate only to the current term of employment.

Seniority shall be defined to mean an Employee's total number of continuous service hours for
Columbia County local government.

Break in Service shall be defined as continuous service hours that are broken and not bridged
when the employee leaves Columbia County government employment for reasons other than
layoff, suspension, lost time or approved leave of absence for more than five (5) years.

An Employee who leaves the County due to layoff, suspension, lost time, or approved leave of
absence shall have continuous service hours bridged for purposes of Service Recognition for the
time of such absence but only for a period of absence up to five (5) years.

There will be no change in an Employee's anniversary date in the following instances:

1) Reclassification of an Employee's Allocated Position to a New Position Classification when
there has been no recent, abrupt and/or significant changes in assigned tasks and
responsibilities.

2) An Employee reinstated to the same Allocated Position or an Allocated Position in the same

Job Class following a layoff from employment will have his/her anniversary period extended
by the same length of time as the duration of the layoff.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Garnishment

July 21, 2009

Policy Number 220.1 POLICY SECTION: Human Resources
l. PURPOSE

To provide a procedure for handling garnishment of an Employee's wages.
1. PROCEDURE

Any notice of garnishment which is served on the County will be forwarded immediately to the
Finance Department.

The Finance Department will calculate and process the amount of wages to be withheld from the
Employee’s wages.

The Finance Department will produce a check for the garnished amount and will forward to the
Court as directed.

The Finance Department will notify the Employee that the garnishment has been received. No
employee will be discharged by reason of the fact that his or her earnings have been subjected to
garnishment for any one indebtedness. Repeated garnishments, however, may be considered
cause for disciplinary action in accordance with State law [O.C.G.A. § 18-4-7].

Page 1 of 1



COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Pay Periods
July 21, 2009
AMENDED:
June 16, 2015

Policy Number 221.1 POLICY SECTION: Human Resources

I PURPOSE
To establish a uniform pay period schedule for County Employees.

1. POLICY
County Employees are paid bi-weekly every other Thursday. There are twenty-six (26) bi-
weekly pay periods in the year. If a pay day falls on a holiday (i.e. Thanksgiving Day), the day of
pay shall be the last working day before the normal pay day.
Elected Officials, Magistrates and Exempt pay period. Paychecks are distributed to Elected

Officials and Magistrates once a month. Exempt Employees may elect to be paid once a month.
The monthly payroll is generated and distributed by the fifteenth (15") of each month.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Payroll Deductions

July 21, 2009

Policy Number 222.1 POLICY SECTION: Human Resources
PURPOSE

To define required and voluntary payroll deductions for County Employees.
1. POLICY
The following deductions are required by law from each Employee paycheck:
a) State Income Tax withholding
b) Federal Income Tax withholding
c) Social Security and Medicare Tax withholding
d) Deductions authorized by law, i.e. garnishments, child support recovery
Additional optional deductions requested by the Employee may include:
a) Charitable contributions
b) Credit Union
c) Deferred compensation
d) Membership dues
e) Health insurance premium
f) Dental insurance premium
g) Supplemental products
h) Miscellaneous deductions
Paychecks are distributed either electronically via email address or printed hard copy. With each
paycheck, the County Employee receives a statement of deductions and earnings that itemizes the
various deductions made, cumulative totals and leave balances.
It is the Employee's responsibility to maintain current payroll deduction information with the

Human Resources Department. Employees requiring additions, deletions or changes to their
payroll deductions should contact the Human Resources Department.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Time Sheet / Preparation of Payroll / Method of
July 21, 2009 Payment

Policy Number 223.1 POLICY SECTION: Human Resources
l. PURPOSE

To establish guidelines for preparation of Employee time sheets and County payrolls.

POLICY

Time Sheets are to be completed by all Non-exempt Employees either electronically or by hard
copy. The time sheet shall include the following information: Employee name; Employee ID
number, department, pay period, hours worked, holiday time taken, Personal Time Off taken,
Catastrophic Leave taken, leave without pay taken, military leave, etc. The Employee and
Supervisor must each sign the time sheet evidencing their approval as to the correctness and
accuracy thereof.

Exempt Employees will complete a time sheet only when using Personal Time Off, Catastrophic
Leave taken or other types of leave.

Bi-weekly salaries and wages will be paid by check or direct deposit. Manual checks will be
distributed to the Employee’s Department Manager or authorized representative. Electronic
payroll notices will be sent to the employee designated e-mail address.

An Employee’s paycheck may be released to the Employee’s spouse, designated family member
or to another person only if authorized in writing by the Employee.

Payroll records shall be maintained by the County in accordance with the retention schedule.
Falsification of payroll records is reason for discipline up to termination of employment.

Employees may direct inquiries concerning payroll matters to the Finance Department.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Working out of Classification Pay
July 21, 2009
AMENDED:
June 16, 2015

Policy Number 224.1 POLICY SECTION: Human Resources

PURPOSE

To define and delineate circumstances when an Employee will receive compensation for the
performance of duties in a supervisory or higher Position Classification than the Position
Classification of his/her Allocated Position.

POLICY

1)

2)

3)

4)

5)

6)

Compensation for Working out of Position Classification is provided as monetary recognition
to an Employee for the assumption and performance of duties normally performed by an
Employee of a supervisory or higher Position Classification, subject to budget constraints.
Exceptions may require Board of Commission approval for funding.

The assumption and performance of the duties of the supervisory or higher Position
Classification must encompass the full range of responsibilities of the higher Position
Classification. This shall not apply to temporary assignments which are made pursuant to
prior mutual agreement between the Employee and his or her immediate Supervisor for the
purpose of providing a training opportunity to the Employee, for a mutually agreed upon
period of time.

The performance of such duties must be for an extended period of time, wherein a need exists
to fulfill the duties and responsibilities of a vacant Allocated Position. An extended period of
time is generally considered as an assumption of duties and responsibilities that will last in
excess of twelve (12) weeks.

Working out of Position Classification compensation shall be allowed only after written
recommendation of the Division Director and concurrence by the Human Resources Manager
and County Administrator. The recommendation shall be submitted to the Board of
Commissioners for final approval. Recommendation and designation shall be accomplished
prior to the assumption of higher Position Classification responsibilities.

The Employee's compensation may be increased to the starting salary of the higher Position
Classification in which the Employee is substituting, or up to ten percent (10%) of the
Employee’s current salary, whichever is greater.

When the temporary assignment is completed, the Employee's salary will be readjusted to its
previous level or the level which it would have attained, including general salary adjustments
and within range increases, if the Working out of Position Classification pay had not been
made. The Employee's date of hire and anniversary date will remain unchanged throughout
the temporary assignment.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Emergencies/Inclement Weather/Adverse Conditions
July 21, 2009
AMENDED:
March 15, 2011
June 17, 2014

Policy Number 225.1 POLICY SECTION: Human Resources

PURPOSE

To provide guidelines for paying employee compensation when inclement weather, adverse
conditions or other emergencies cause Official Closure of County Government offices and
services to the general public and/or staff.

POLICY

Department Heads are responsible for identifying Mission Critical personnel that would be
required to be available during emergency or adverse situations. These employees will be
deemed either Mission Critical or Non-Mission Critical by his/her Department Head for
emergencies or adverse situations.

1) When inclement weather or other adverse conditions prompt Official Closure by the Board of
Commissioners of County offices and services for the general public, and the inclement
weather restricts Non-Mission Critical staff from the regular business operating schedules and
work periods, employee compensation will be paid in the following manner:

a)

b)

d)

e)

f)

Employees who report to work at their scheduled time, and work until the Official
Closure Time, will be charged no leave.

Employees who leave work prior to the Official Closure announcement will have that
amount of time deducted from personal time off or receive time off without pay from the
time of their departure until the official closing time.

Employees who were scheduled to work and could not work due to the Official Closure
will be paid as though the time was worked.

Employees who do not report to work as scheduled, in anticipation of Official Closure,
will have that amount of time deducted from Personal Time Off leave or receive time off
without pay.

Employees who were on Personal Time Off, Catastrophic Leave or other leave during the
Official Closure period will still have time off deducted from the appropriate leave
account and will not be eligible for inclement weather pay.

Employees who did not report to work at the official reopening time will have that
amount of time deducted from his/her Personal Time Off or will receive time off without

pay.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Emergencies/Inclement Weather/Adverse Conditions
July 21, 2009
AMENDED:
March 15, 2011
June 17, 2014

Policy Number 225.1 POLICY SECTION: Human Resources

9)

h)

Mission Critical Non-exempt employees who work during the Official Closure period
will receive compensation for all hours worked during the period at the regular straight
time rate; however, any actual hours worked above forty (40) hours during the work
week will be compensated in compliance with FLSA overtime provisions. Public safety
employees will be compensated in accordance with FLSA overtime provisions.

Department administrative staff shall input hours for Non-exempt Employees into the
payroll system as follows:

a. Regular hours not worked due to Offical County Closure shall be recorded in
Code 328, “Official County Closure-Not Worked”;

h. Mission Critical Non-exempt employee hours worked over 40 during the work
week shall be recorded in Code 329, “Inclement Weather-OT”; and

c. Mission Critical Non-exempt employee regular hours worked during the official
closure shall be recorded in Code 331, “Inclement Weather-Straight Time”.

d. Finance will assist Administrative Staff if requested.

Mission Critical Exempt Employees who worked during the Official Closure will receive
an equivalent amount of Personal Time Off (PTO) hours for each hour worked during the
official closure up to a maximum of 8 hours for each day. The Department Head will
report the hours worked by the employee to the Finance Department for the manual
adjustment in PTO hours to be made to each affected employee’s PTO account.

2) When inclement weather, adverse conditions or other emergencies prompt Official Closure
by the Board of Commissioners of County offices and services for the general public only,
both Mission Critical and Non-Mission Critical employees are expected to work and their
compensation will be processed in the following manner:

a)

b)

Employees who report to work at their scheduled time and work their regular work
schedule will be paid their regular rate of pay for the workday.

Employees who leave work due to inclement weather, adverse conditions or other
emergency will have that amount of time deducted from his/her Personal Time Off or
receive time off without pay from the time of their departure until the end of their normal
work day.

Employees who were scheduled to work and do not work will have that amount of time

Page 2 of 3



COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Emergencies/Inclement Weather/Adverse Conditions
July 21, 2009
AMENDED:
March 15, 2011
June 17, 2014

Policy Number 225.1 POLICY SECTION: Human Resources

deducted from his/her Personal Time Off or receive time off without pay.

d) Employees who were on Personal Time Off, Catastrophic Leave or other leave during the
inclement weather, adverse conditions or other emergency will be charged the
appropriate leave.

e) Non-exempt employees who work during inclement weather, adverse conditions or other
emergency will receive compensation for all hours worked during the period at his/her
regular straight time rate, however, any actual hours worked above forty (40) hours
during the work week will be compensated in compliance with FLSA overtime
provisions. Public safety employees will be compensated in compliance with FLSA
overtime provisions.

3) In those instances where under this policy an Employee is to have the time not worked
deducted from Personal Time Off, if no Personal Time off is available, the time not worked
will be treated as leave without pay.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: On Call Policy

July 21, 2009

Policy Number 226.1 POLICY SECTION: Human Resources
l. PURPOSE

To establish policy guidelines for an on-call program and to identify Employees who accept
designated on-call status during their non-working time.

EMPLOYEE PARTICIPATION

On-call Employees are non-exempt employees under the Fair Labor Standards Act (FLSA) who
agree to serve on an on-call basis during specified periods of non-working hours. Exempt
employees, under the FLSA may, as part of their job description, be required to work on-call.

RECORDS

The Finance Department shall ensure that a permanent record of on-call status is kept on all non-
exempt Employees based on information approved by Department Heads and that the proper
payments of on-call supplements are made and accounted for at the end of each pay period.

Random audits of the on-call status record for each Employee will be conducted.
POLICY

In the event of any conflict between this policy and the FLSA, the FLSA shall control. The
Human Resources Manager and Department Head of respective areas will identify non-exempt
position classifications that may participate in the on-call program. Any non-exempt employee
desiring to participate in the on-call program shall notify his/her Department Head of his/her
willingness to participate. The Department Head shall establish a schedule which shall provide
for the participating non-exempt employees to be on-call for a specified period (usually a weekly
period) on a rotating basis.

Employees serving in on-call status are required to be available to promptly report for work
during off-duty hours and over and above their normal scheduled hours of work. During the
designated on-call period, employees assigned to on-call status are unrestricted in movement or
location, within a reasonable distance from their work place that would allow them to report for
work in the time periods specified, but must remain accessible by phone or pager and in a fit
condition to work.

On-call employees must be available to respond by telephone within fifteen (15) minutes of a call
from the County to answer questions or make decisions or be available when called to report to
work within a thirty (30) minute time period, provided that such employee resides within thirty
(30) minutes driving time from work. Employees who reside more than thirty (30) minutes from
work must be underway to work within thirty (30) minutes of being called and must arrive as
soon as practical.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: On Call Policy
July 21, 2009
Policy Number 226.1 POLICY SECTION: Human Resources

VI.

Non-exempt employees in pay grades four (4) through fifteen (15) assigned to on-call status will
be paid a daily supplement of $15.00 for each day he/she is in on-call status. Non-exempt
employees in pay grades sixteen (16) and higher assigned to on-call status will be paid a daily
supplement of $25.00 for each day he/she is in on-call status.

ON-CALL POLICY

In addition, if the on-call status employee is called in to work, he/she will be guaranteed a
minimum of one (1) hour pay at his/her current hourly rate of pay. Employees will be
compensated at an overtime rate of one and one-half (1 %2) times his/her hourly rate of pay for all
hours worked above forty (40) in the work week, in accordance with the FLSA.

Employees serving in on-call status 1) who cannot be located, 2) who do not respond within
fifteen (15) minutes to a phone call or page, 3) who fail to report when called within the time
limits provided, or 4) who report to work in an unfit condition, will not be paid the on-call
supplement for that day and will be subject to disciplinary action including but not limited to
removal from the on-call program, suspension without pay or termination of employment.

DEPARTMENT AND EMPLOYEE RESPONSIBILITIES
Department Manager

1) It shall be the responsibility of each Department Manager to equitably administer the on-call
program and the assignment of on-call status within his/her respective departments and to
designate positions authorized to be involved in on-call duty.

2) Department Managers are the authorized authorities for the approval of on-call status at any
given time.

3) Department Managers shall ensure that all on-call supplement payments are recorded on non-
exempt Employee’s records and that the hours worked when the non-exempt Employee is
called in to work during the on-call period are recorded on the Employee's time sheet during
the pay period the hours occur.

4) Department Managers will endeavor to minimize the utilization of on-call hours within their
departments taking into account all relevant factors.

5) Departments that require twenty-four (24) hours per day, seven (7) days per week monitoring
may require the use of on-call hours on a regular basis. On-call hours for other departments
may be considered necessary only in emergency situations, wherein additional effort is
needed to complete a task which is critical in nature.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: On Call Policy

July 21, 2009

Policy Number 226.1 POLICY SECTION: Human Resources
Employee

1) It is the responsibility of the individual Employee to bring any errors in recording on-call
supplements or compensation for hours worked when called in to work to the appropriate
Department Head as soon as possible.

2) Employees who are on approved Personal Time Off or Medical Leave are not eligible to
serve in on-call status during that period.

VIl.  EMERGENCY SITUATIONS

Nothing in this policy shall negate the obligation of all County employees to respond if called in
emergency situations.

VIIl. EXEMPT EMPLOYEES
Exempt employees whose job duties include being available for work at anytime that the need
arises, shall not be participants in this on-call program, but shall be available as required by their

jobs on an on-call basis. Exempt employees shall not be entitled to any supplement for
performing their on-call services.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Bereavement Leave
July 21, 2009
AMENDED:
August 18, 2015

Policy Number 227.1 POLICY SECTION: Human Resources

PURPOSE

To establish guidelines for the use of Bereavement Leave due to death in the Employee's
Immediate Family.

POLICY

A Regular Full-time Employee who has a member of his/her Immediate Family taken by death
may use up to twenty-four (24) working hours Bereavement Leave per calendar year to arrange
and/or attend funeral activities. A Regular Part-time Employee may use up to three (3) Pro Rata
days for Bereavement Leave per calendar year. Requests for additional bereavement leave for the
death of other Immediate Family members during the calendar year may be approved at the
discretion of the Division Director or Department Head and Human Resources Manager.

If additional time is necessary, it shall be taken as Personal Time Off or unpaid leave if Personal
Time Off has been exhausted, upon advance authorization by the immediate Supervisor or
Department Head. Time for attendance at a funeral of others than the Immediate Family may be
taken with approval by the immediate Supervisor or Department Head and shall be treated as
Personal Time Off leave.

The Employee must notify his/her immediate Supervisor or Department Head as soon as possible
if it is necessary to take time off from work due to a family death or to attend a funeral.

An Employee who fails to return to work on the date specified to the Department Head without
receiving an approved extension is subject to disciplinary action up to and including termination.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Blood Bank

July 21, 2009

Policy Number 228.1 POLICY SECTION: Human Resources
l. PURPOSE

To establish a policy regarding payment of time when used for the purpose of donating whole
blood or plasma.

1. POLICY

All Regular Full-time and Regular Part-time Employees are encouraged to donate whole blood or
plasma.

Time off with pay may be granted for the purpose of donating blood at the closest available blood
donation center provided such time off has the prior approval of the Employee's immediate
Supervisor and/or Department Head. The Employee should utilize one of the blood donation
centers in Martinez, Evans, Appling or a bloodmobile on site at a County facility.

Employees may be paid for time off to donate blood up to four times per year.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Non-Work Related Disability Leave
July 21, 2009
Policy Number 229.1 POLICY SECTION: Human Resources

[This policy was deleted from the Comprehensive Policy Manual on July 14, 2009.]

Page 1 of 1




COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Family Medical Leave (All forms of FMLA except for
July 21, 2009 Military Caregiver Leave)
AMENDED:

March 15, 2011
June 16, 2015

Policy Number 230.1 POLICY SECTION: Human Resources

PURPOSE
To establish a policy and guidelines for the use of family or medical leave for County Employees.
POLICY

As provided by the Family and Medical Leave Act (FMLA), as amended, all eligible Employees
shall be entitled to take up to twelve (12) weeks of paid or unpaid, job-protected leave during any
twelve (12) month period for specified family and medical reasons.

Covered Family and Medical Reasons. An eligible Employee shall be entitled to a total of
twelve (12) weeks of paid or unpaid leave during a twelve (12) month period for one or more of
the following reasons:

1) the birth of the Employee’s child or the placement of a child with the Employee for adoption
or foster care; or

2) to care for an immediate family member (spouse, child, or parent) with a serious health
condition; or

3) to take medical leave when the Employee is unable to work because of a serious health
condition; or

4) because of any qualifying exigency as defined below and in applicable Federal regulations
arising out of the fact that the Employee’s spouse, son, daughter or parent is a covered active
duty military service member in the Armed Forces, National Guard or Reserves in support of
a contingency operation; or

5) because you are the spouse, son or daughter, parent or next of kin of a covered service
member with a serious injury or illness.

If we have not informed the Employee that accrued Paid Leave must be used while taking unpaid
FMLA leave entitlement, then the Employee has a right to have Paid Leave run concurrently with
Unpaid Leave entitlement, provided the Employee meets any applicable requirements of the
Leave policy. If the Employee does not meet the requirements for taking Paid Leave, then the
Employee will remain entitled to take unpaid FMLA leave .

A “serious health condition” is an illness, injury, impairment, or physical or mental condition that
involves either an overnight stay in a medical care facility or continuing treatment by a health
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED:
July 21, 2009
AMENDED:
March 15, 2011
June 16, 2015

TOPIC: Family Medical Leave (All forms of FMLA except for
Military Caregiver Leave)

Policy Number 230.1

POLICY SECTION: Human Resources

care provider for a condition that either prevents an Employee from performing the functions of
the Employee's job or prevents an Employee's qualified family member from participating in
school or other daily activities.

“Qualifying exigencies” are: (1) short-notice deployment, (2) military events and related
activities, (3) childcare and school activities, (4) financial and legal arrangements, (5) counseling,
(6) rest and recuperation, (7) post-deployment activities within ninety (90) days of termination of
active duty and (8) additional activities agreed to by the County and the Employee.

Leave for a qualifying exigency is available to families of active duty service members in the
Regular Armed Forces, National Guard or Reserves..

Employees with questions about this policy or other County leave policies are encouraged to meet
with a representative from the Human Resources Department. The Employee must submit
completed FMLA paperwork to Human Resources when taking paid or unpaid non-work-
related family or medical leave.

Employee Eligibility. An Employee shall be eligible for FMLA leave when:

1) The Employee has worked for at least twelve (12) months for the County. The twelve (12)
months need not have been consecutive. (If the Employee was on the payroll for part of a
week, the County will count the entire week. The County considers 52 weeks to be equal to
twelve months.)

2) The Employee has worked for the County for at least 1,250 hours over the previous twelve
(12) months before the leave would begin, not including paid or unpaid leave.

3) When both spouses are employed by the County, they are jointly entitled to a combined total
of twelve (12) work weeks of family leave for the birth or placement with the Employee of a
child for adoption or foster care and to care for a parent who has a serious health condition.

Calculation of Leave. Eligible Employees can use up to twelve (12) weeks of the leave
described above during any twelve (12) month period. The County will use a rolling twelve (12)
month period measured backward from the date an Employee uses any FMLA leave. Each time
an Employee uses leave, the County computes the amount of leave the Employee has taken under
this policy, subtracts it from the twelve (12) weeks, and the balance remaining is the amount the
Employee is entitled to take at that time. For example, if an Employee has taken five (5) weeks
of leave in the past twelve (12) months, he or she could take an additional seven (7) weeks under
this policy.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED:
July 21, 2009
AMENDED:
March 15, 2011
June 16, 2015

TOPIC: Family Medical Leave (All forms of FMLA except for
Military Caregiver Leave)

Policy Number 230.1

POLICY SECTION: Human Resources

Note that the FMLA also entitles eligible Employees to take time off for “Military Caregiver
Leave.” The amount of time available for Military Caregiver Leave and the method by which
such leave is calculated are described elsewhere.

Maintenance of Benefits. During a family or medical leave under this Policy, an Employee shall
be entitled to maintain group health insurance coverage on the same basis as if he/she had
continued to work at the County. To maintain uninterrupted coverage, the Employee will have to
continue to pay his or her share of insurance premium payments. This payment shall be made
either in person or by mail to the Human Resources Department. If the Employee fails to make
the premium payment and it becomes more than 30 days overdue, insurance coverage will be
discontinued.

If the Employee informs the County that he/she does not intend to return to work at the end of the
leave period, the Employee’s rights to any health care benefits ~ shall be only to the extent
provided for by the then current health care plan, if any, provided by the County for its
Employees. If the Employee chooses not to return to work for reasons other than a continued
serious health condition, the County will require the Employee to reimburse the County the
amount the County contributed towards the Employee's health insurance during the leave period.
If the Employee contributes to life insurance or supplemental plans, the County will continue
making payroll deductions while the Employee is on paid leave. While the Employee is on
unpaid leave, the Employee must make arrangements to continue to make those premium
payments. If the Employee does not continue these payments, the County will recover the
payments at the end of the leave period in a manner consistent with the law. Certain types of
earned benefits received prior to the start of an Employee’s leave shall not be lost. Leave may
not accrue during the leave period if the employee has exhausted all Personal Time and
Catastrophic Leave. The use of family or medical leave will not be considered a break in service
for vesting or benefits program purposes.

Job Restoration. An Employee who utilizes family or medical leave under this policy will be
restored to the same job or a job with equivalent status, pay, benefits and other employment
terms. Use of FMLA leave cannot result in the loss of any employment benefit that accrued prior
to the start of an Employee’s leave.

The County may choose to exempt certain highly compensated Key Employees from this job
restoration requirement and not return them to the same or similar position at the completion of
FMLA leave. Employees who may be exempted will be informed of this status when they
request leave. If the County deems it necessary to deny job restoration for a Key Employee on
FMLA leave, the County will inform the Employee of its intention and will offer the Employee
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Family Medical Leave (All forms of FMLA except for
July 21, 2009 Military Caregiver Leave)
AMENDED:

March 15, 2011
June 16, 2015

Policy Number 230.1 POLICY SECTION: Human Resources

the opportunity to return to work immediately.

Use of Paid and Unpaid Leave. The Employee may use Paid Leave first and take the
remainder of the twelve weeks as Unpaid Leave. In order to use paid leave for FMLA
leave, Employees must comply with the County’s normal leave policies.

Intermittent Leave and Reduced Work Schedules. In certain cases, intermittent use of the
twelve weeks of family or medical leave or a modified work schedule may be allowed if the
Employee has received approval by the Department Head, Human Resources Manager and
County Administrator. The use of intermittent leave should be scheduled so that this leave does
not unduly disrupt the County’s operations. In order to use paid leave for FMLA leave,
Employees must comply with the County’s normal leave policies.

Employees, who are approved due to medical necessity for intermittent use of family or medical
leave, or to work a modified work schedule, are responsible for scheduling treatments so that they
do not unduly disrupt the County's operations.

In some cases the County may temporarily transfer an Employee who is using intermittent leave
or a modified work schedule to a different job with equivalent pay and benefits if another position
would better accommodate the intermittent or modified work schedule.

PROCEDURES

Employees requesting leave under this policy must provide thirty (30) days advance notice if the
need for FMLA leave is foreseeable. An Employee undergoing planned medical treatment is
required to make a reasonable effort to schedule the treatment to minimize disruptions to the
County's operations. If the need for FMLA leave is not foreseeable, Employees must notify the
County of the need for leave as soon as possible. The FMLA package is available in the Human
Resources Department.

Upon receiving an Employee’s request for leave, the County will provide the Employee a Notice
of Eligibility and Rights and Responsibilities (Form WH-381).

An Employee taking leave under this policy must submit an appropriate certification form as
noted below:

Page 4 of 5



COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Family Medical Leave (All forms of FMLA except for
July 21, 2009 Military Caregiver Leave)
AMENDED:

March 15, 2011
June 16, 2015
Policy Number 230.1 POLICY SECTION: Human Resources

o An employee requesting leave because he/she is unable to work due to a serious health
condition must submit a complete and sufficient Certification of Health Care Provider for
Employee’s Serious Health Condition (Form WH-380-E).

o An employee requesting leave to care for an immediate family member with a serious health
condition must submit a complete and sufficient Certification of Health Care Provider for
Family Member’s Serious Health Condition (Form WH-380-F).

o An employee requesting leave because of a qualifying exigency must submit a complete and
sufficient Certification of Qualification Exigency for Military Family Leave (Form WH-384).

The required certification should be provided within fifteen (15) calendar days or the Employee
should provide a reasonable explanation for the delay. If the employee fails to provide complete
and sufficient certification, the County may deny the request for FMLA leave.

After the County has received the required notice and certification, it will inform the employee
within five (5) business days whether the leave will be designated FMLA leave. The employee
will receive a Designation Notice (Form WH-382) indicating the amount of leave that will be
counted against the employee’s FMLA entitlement, if determinable at that time.

While on leave, Employees are required to report to their Department Head on a bi-weekly basis
regarding their status and their intent to return to work. Employees are required to give at least
two business days’ notice if their anticipated date of return to work changes.

An Employee who takes leave because of his/her own serious health condition is required to notify
his/her Department Head of his/her Intent to Return to Work from Leave and to provide a statement
from his/her Qualified Health Care Provider, indicating that the Employee is able to resume working
without restrictions.
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wps e Employment Standards Administration

ReSponSIbllltleS Wage and Hour Division

(Family and Medical Leave Act) %, Wage snd Howr Diveos

N ' ’ OMB Control Number: 1215-0181
Expires: 12/31/2011

In general, to be eligible an employee must have worked for an employer for at least 12 months, have worked at least 1,250 hours in the 12

months preceding the leave, and work at a site with at least 50 employees within 75 miles. While use of this form by employers is optional, a

fully completed Form WH-381 provides employees with the information required by 29 C.F.R. § 825.300(b), which must be provided within

five business days of the employee notifying the employer of the need for FMLA leave. Part B provides employees with information

regarding their rights and responsibilities for taking FMLA leave, as required by 29 C.F.R. § 825.300(b), (c).

[Part A — NOTICE OF ELIGIBILITY]

Notice of Eligibility and Rights & U.S. Department of Labor m“

TO:
Employee
FROM:
Employer Representative
DATE:
On _, you informed us that you needed Jeave beginning on for:

The birth of a child, or placement of a child with you for adoption or foster care;
Your own serious health condition;

Because you are needed to care for your Spouse; child; parent due to his/her serious health condition.

Because of a qualifying exigency arising out of the fact that your spouse; son or daughter; parent is on active
duty or call to active duty status in support of a contingency operation as a member of the National Guard or Reserves.

Because you are the spouse; son or daughter; parent; next of kin of a covered servicemember with a
serious injury or illness.

This Notice is to inform you that you:

Are eligible for FMLA leave (See Part B below for Rights and Responsibilities)
Are not eligible for FMLA leave, because {only one reason need be checked, although you may not be eligible for other reasons):

You have not met the FMLA’s 12-month iength of service requirement. As of the first date of requested leave, you will
have worked approximately __ months towards this requirement.

You have not met the FMLA’s 1,250-hours-worked requirement.

You do not work and/or report to a site with 50 or more employees within 75-miles.

If you have any questions, contact or view the
FMLA poster located in v

[PART B-RIGHTS AND RESPONSIBILITIES FOR TAKING FMLA LEAVE]

As explained in Part A, you meet the eligibility requirements for taking FMLA leave and stili have FMLA leave available in the applicable
12-month period. However, in order for us to determine whether your absence qualifies as FMLA leave, you must return the
following information to us by . (If a certification is requested, employers must allow at least 15
calendar days from receipt of this notice; additional time may be required in some circumstances.) If sufficient information is not provided in
a timely manner, your leave may be denied.

Sufficient certification to support your request for FMLA leave. A certification form that sets forth the information necessary to support your
request is/ is not enclosed.

Sufficient documentation to establish the required relationship between you and your family member.

Other information needed:

No additional information requested
Page 1 CONTINUED ON NEXT PAGE Form WH-381 Revised January 2009



If your leave does qualify as FMLA leave you will have the following responsibilities while on FMLA leave (only checked blanks apply):

Contact at to make arrangements to continue to make your share
of the premium payments on your health insurance to maintain health benefits while you are on leave. You have a minimum 30-day (or. indicate
longer period. if applicable) grace period in which to make premium payments. If payment is not made timely, your group health insurance may be
cancelled, provided we notify you in writing at least 15 days before the date that your health coverage wilt lapse, or, at our option, we may pay your
share of the premiums during FMLA leave, and recover these payments from you upon your refurn to work.

You will be required to use your available paid sick, vacation, and/or other Ieave during your FMLA absence. This
means that you will receive your paid leave and the leave will also be considered protected FMLA leave and counted against your FMLA leave
entitiement.

Due to your status within the company, you are considered a “key employee” as defined in the FMLA. As a “key employee,” restoration o
employment may be denied following FMLA leave on the grounds that such restoration will cause substantial and grievous economic injury to uvs.
We___have/  have not determined that restoring you to employment at the conclusion of FMLA leave will cause substantial and grievous
economic harm to us.

While on eave you will be required to furnish us with periodic reports of your status and intent to return to work every
Indicate interval of periodic reports, as riate for the particular leave situation).

If the circumstanees of your leave change, and you are able to return to work earlier than the date indicated on the reverse side of this form, you will
be required to notify us at least two workdays prior to the date you intend to repert for work.

1f your leave does qualify as FMLA leave you will have the following rights while on FMLA leave:

e Youhave a right under the FMLA for up to 12 weeks of unpaid leave in a 12-month period calculated as:
the calendar year (January — December).

a fixed leave year based on

the 12-month period measured forward from the date of your first FMLA leave usage.

a “rolting” 12-month period measured backward from the date of any FMLA leave usage.

*  You have a right under the FMLA for up to 26 wecks of unpaid leave in a single 12-month period to care for a covered servicemember with a serious

injury or illness. This single 12-month period commenced on

*  Your health benefits must be maintained during any period of unpaid leave under the same conditions as if you continued to work.

¢  You must be reinstated to the same or an equivalent job with the same pay, benefits, and terms and conditions of employment on your return from
FMLA-protected leave. (If your leave extends beyond the end of your FMLA entitiement, you do not have return rights under FMLA.)

e  If you do not return to work following FMLA leave for a reason other than: 1) the continuation, recurrence, or onset of a serious health condition which
would entitle you to FMLA leave; 2) the continuation, recurrence, or onset of a covered servicemember’s serious injury or illness which would entitle
you to FMLA leave; or 3) other circumstances beyond your control, you may be required to reimburse us for our share of health insurance premiums
paid on your behalf during your FMLA leave.

e If we have not informed you above that you must use accrued paid leave while taking your unpaid FMLA leave entitiement, you have the right to have
___sick, ___ vacation, and/or ____other leave run concurrently with your unpaid leave entitlement, provided you meet any applicable requirements
of the leave policy. Applicable conditions related to the substitution of paid leave are referenced or set forth below. If you do not meet the requirements
for taking paid leave, you remain entitled to take unpaid FMLA leave.

For a copy of conditions applicable to sick/vacation/other leave usage please refer to available at;

Applicable conditions for use of paid leave:

Once we obtain the information from you as specified above, we will inform you, within 5 business days, whether your leave will be designated as
FMLA leave and count towards your FMLA lcave entitlement. If you have any questions, please do not hesitate to contact:

at

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT
Tt is mandatory for employers to provide employees with notice of their eligibility for FMLA protection and their rights and responsibilities. 29 U.S.C. § 2617, 29
C.F.R. § 825.300(b), (c). 1t is mandatory for employers to retain a copy of this disclosure in their records for three years. 29 U.S.C. § 2616, 29 CF.R. § 825.500.
Persons are not required to respond to this collection of information unless it displays a currently valid OMB control number. The Department of Labor estimates that it
will take an average of [ minutes for respondents to complete this collection of information, including the time for reviewing instructions, searching existing data
sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. If you have any comments regarding this burden
estimate or any other aspect of this collection information, including suggestions for reducing this burden, send them to the Administrator, Wage and Hour Division,
U.S. Department of Labor, Room §-3502, 200 Constitution Ave., NW, Washington, DC 20210. DO NOT SEND THE COMPLETED FORM TO THE WAGE
AND HOUR DIVISION.
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Certification of Health Care Provider for U.S. Department of Labor mn

Employee’s Serious Health Condition Employment Standards Administration
Wage and Hour Divisicn 1w, Wa and Hoar Deviion

(Famity and Medical Leave Act)

OMB Control Number: 1215-0181
Expires: 12/31/2011

INSTRUCTIONS to the EMPLOYER The Fa!mly and Medical Leave Act {(FMLA) provides that an employer
may require an employee seeking FMLA protections because of a need for leave due to a serious health condition to
submit a medical certification issued by the employee’s health care provider. Please complete Section I before giving
this form to your employee. Your response is voluntary. While you are not required to use this form, you may not ask
the employee to provide more information than allowed under the FMLA regulations, 29 C.F.R. §§ 825.306-825.308.
Employers must generally maintain records and docurnents relating to medical certifications, recertifications, or
medical histories of employees created for FMLA purposes as confidential medical records in separate files/records
from the usual personnel files and in accordance with 29 C.F.R. § 1630.14(c)(1), if the Americans with Disabilities
Act applies.

Employer name and contact:

Employee’s job title: Regular work schedule:

Employee’s essential job functions:

Check if job description is attached:

INSTRUCTIONS to the EMPLOYEE: Please complete Section 11 before giving this form to your medical
provider. The FMLA permits an employer to require that you submit a timely, complete, and sufficient medical
certification to support a request for FMLA leave due to your own serious health condition. If requested by your
employer, your response is required to obtain or retain the benefit of FMLA protections. 29 U.S.C. §§ 2613,
2614(c)(3). Failure to provide a complete and sufficient medical certification may result in a denial of your FMLA
request. 20 C.F.R. § 825.313. Your employer must give you at least 15 calendar days to return this form. 29 C.F.R.
§ 825.305(b).

Your name: )
First Middle Last

SECTION 1il; For Completion by the BEALTH PROVIDEF

INSTRUCTIONS to the HEALTH CARE PROVIDER: Your patient has requested leave under the FMLA.
Answer, fully ang completely, all applicable parts. Several questions seek a response as to the frequency or
duration of a condition, treatment, etc. Your answer should be your best estimate based upon your medical
knowledge, experience, and examination of the patient. Be as specific as you can; terms such as “lifetime,”
“unknown,” or “indeterminate” may not be sufficient to determine FMLA coverage. Limit your responses to the
condition for which the employee is seeking leave. Please be sure to sign the form on the last page.

Provider’s name and business address:

Type of practice / Medical specialty:

Telephone: { ) Fax:( )
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PART A:MEDICAL FACT
1. Approximate date cond:tlon commenced:

Probable duration of condition:

Mark below as applicable:
Was the patient admitted for an overnight stay in a hospital, hospice, or residential medical care facility?
___No __ Yes. Ifso, dates of admission:

Date(s) you treated the patient for condition:

Will the patient need to have treatment visits at least twice per year due to the condition? __ No Yes.

Was medication, other than over-the-counter medication, prescribed? No Yes.

Was the patient referred to other health care provider(s) for evaluation or treatment (¢.g., physical therapist)?
No Yes. If so, state the nature of such treatments and expected duration of treatment:

2. Is the medical condition pregnancy? __ No __ Yes. If so, expected delivery date:

3, Use the information provided by the employer in Section I to answer this question. If the employer fails to
provide a list of the employee’s essential functions or a job description, answer these questions based upon
the employee’s own description of his/her job functions.

Is the employee unable to perform any of his/her job functions due to the condition: No Yes.

If s0, identify the job functions the employee is unable to perform:

4. Describe other relevant medical facts, if any, related to the condition for which the employee seeks leave
(such medical facts may include symptoms, diagnosis, or any regimen of continuing treatment such as the use
of specialized equipment):
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PART B: AMOUNT OF LEAVE NEEDED
5. Will the employee be incapacitated for a single continuous period of time due to his/her medical condition,
including any time for treatment and recovery? __ No __ Yes.

If so, estimate the beginning and ending dates for the period of incapacity:

6. Will the employee need to attend follow-up treatment appointments or work part-time or on a reduced
schedule because of the employee’s medical condition? ___No __ Yes.

If s0, are the treatments or the reduced number of hours of work medically necessary?
_ _No ___Yes.

Estimate treatment schedule, if any, including the dates of any scheduled appointments and the time
required for each appointment, including any recovery period:

Estimate the part-time or reduced work schedule the employee needs, if any:
hour(s) per day; days per week from through

7. Will the condition cause episodic flare-ups periodically preventing the employee from performing his/her job
functions? No Yes.

Is it medically necessary for the employee to be absent from work during the flare-ups?
No . Yes. If so, explain:

Based upon the patient’s medical history and your knowledge of the medical condition, estimate the
frequency of flare-ups and the duration of related incapacity that the patient may have over the next 6
months (e.g., 1 episode every 3 months lasting 1-2 days):

Frequency: times per week(s) month(s)

Duration: hours or ___day(s) per episode

NNUMBER WITH YOUR AD
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Signature of Health Care Provider Date

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT
if submitted, it is mandatory for employers to retain a copy of this disclosure in their records for three years. 29 U.S.C. § 2616; 29
C.F.R. § 825.500. Persons are not required to respond to this collection of information unless it displays a currently valid OMB
control number. The Department of Labor estimates that it will take an average of 20 minutes for respondents to compleie this
collection of information, including the time for reviewing instructions, searching existing data sources, gathering and maintaining
the data needed, and completing and reviewing the collection of information. If you have any comments regarding this burden
estimate or any other aspect of this collection information, including suggestions for reducing this burden, send them to the
Administrator, Wage and Hour Division, U.S. Department of Labor, Room 8-3502, 200 Constitution Ave., NW, Washington, DC
20210. DO NOT SEND COMPLETED FORM TO THE DEPARTMENT OF LABOR; RETURN TO THE PATIENT.
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Certification of Health Care Provider for U.S. Department of Labor
Family Membet's Serious Health Condition Employment Standards Administration
(Family and Medical Leave Act) Wige At Hawr Diiisiog

OMB Control Number 1215-0181
Expires: XX/2XXXXX

INSTRUCTIONS to the EDIPLOYER “The Famﬂy and Medical Leave Act (FMLA) provides that an employer
may require an employee seeking FMLA protections because of a need for leave to care for a covered family
member with a serious health condition to submit a medical certification issued by the health care provider of the
covered family member. Please complete Section I before giving this form to your employee. Your response is
voluntary. While you are not required to use this form, you may not ask the employee to provide more information
than allowed under the FMLA regulations, 29 C.F.R. §§ 825.306-825.308. Employers must generally maintain
records and documents relating to medical certifications, recertifications, or medical histories of employees' family
members, created for FMLA purposes as confidential medical records in separate files/records from the usual
personnel files and in accordance with 29 C.F.R. § 1630.14(c)(1), if the Americans with Disabilities Act applies.

Employer name and contact:

# i

INSTRUCTIONS to the EMI’LOYEE Please complete Section II before giving this form to your family
member or his/her medical provider. The FMLA permits an employer to require that you submit a timely,
complete, and sufficient medical certification to support a request for FMLA leave to care for a covered family
member with a serious health condition. If requested by your employer, your response is required to obtain or
retain the benefit of FMLA protections. 29 U.S.C. §§ 2613, 2614(c)(3). Failure to provide a complete and
sufficient medical certification may result in a denial of your FMLA request. 29 C.F.R. § 825.313. Your employer
must give you at least 15 calendar days to return this form to your employer. 29 C.F.R. § 825.305.

Your name:
First Middle Last

Name of family member for whom you will provide care:

First Middle Last
Relationship of family member to you:

If family member is your son or daughter, date of birth:

Describe care you wil provide to your family member and estimate leave needed to provide care:

Employee Signature Date
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SECTION HE sietion by th

INSTRUCTIO o the HEALTH CARE PROVID The employee listed above has requested leave under
the FMLA to care for your patient. Answer, fully and completely, all applicable parts below. Several questions
seek a response as to the frequency or duration of a condition, treatment, etc. Your answer should be your best
estimate based upon your medical knowledge, experience, and examination of the patient. Be as specific as you
can; terms such as "lifetime,” "unknown,” or "indeterminate” may not be sufficient to determine FMLA coverage.
Limit your responses to the condition for which the patient needs leave. Page 3 provides space for additional
information, should you need it. Please be sure to sign the form on the last page.

Provider's name and business address:

Type of practice / Medical specialty:

Telephone: ( ) Fax:( )

SMEDICAL FACTS

1. Approximate date condition commenced:

Probable duration of condition:

Was the patient admitted for an overnight stay in a hospital, hospice, or residential medical care facility?
No Yes. If so, dates of admission:

Date(s) you treated the patient for condition:

Was medication, other than over-the-counter medication, prescribed? No Yes.

Will the patient need to have treatment visits at least twice per year due to the condition? No Yes

Was the patient referred to other health care provider(s) for evaluation or treatment (e.g., physical therapist)?

No Yes. If so, state the nature of such treatments and expected duration of treatment:

2. Is the medical condition pregnancy? No Yes. If so, expected delivery date:

3. Describe other relevant medical facts, if any, related to the condition for which the patient needs care (such
medical facts may include symptoms, diagnosis, or any regimen of continuing treatment such as the use of
specialized equipment):
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safety ortrz

4. Will the patient be incapacitated for a single continuous period of time, including any time for treatment and
recovery? No _ Yes.

Estimate the beginning and ending dates for the period of incapacity:

During this time, will the patient need care? No Yes.

Explain the care needed by the patient and why such care is medically necessary:

5. Will the patient require follow-up treatments, including any time for recovery? No Yes.

Estimate treatment schedule, if any, including the dates of any scheduled appointments and the time required for
each appointment, including any recovery period:

Explain the care needed by the patient, and why such care is medically necessary:

6. Will the patient require care on an intermittent or reduced schedule basis, including any time for recovery?
No Yes.

Estimate the hours the patient needs care on an intermittent basis, if any:

hour(s) per day; days per week from through

Explain the care needed by the patient, and why such care is medically necessary:
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7, Will the condition cause episodic flare-ups periodically preventing the patient from participating in normal daily
activities? No Yes.

Based upon the patient's medical history and your knowledge of the medical condition, estimate the frequency
of flare-ups and the duration of related incapacity that the patient may have over the next 6 months (e.g., |
episode every 3 months lasting 1-2 days):

Frequency: times per week(s) month(s)
Duration: hours or day(s) per episode
Does the patient need care during these flare-ups? No Yes.

Explain the care needed by the patient, and why such care is medically necessary:

ADDITIONAL INFORMATION: IDENTIFY QUESTION NUMBER WITH YOUR ADDITIONAL ANSWER

Signature of Health Care Provider Date

PUBLIC BURDEN STATEMENT
If submitted, it is mandatory for employers to retain a copy of this disclosure in their records for three years. 29 U.S.C.
§ 2616; 29 C.F.R. § 825.500. Persons are not required to respond to this collection of information unless it displays a
currently valid OMB control number. The Department of Labor estimates that it will take an average of 20 minutes for
respondents to complete this collection of information, including the time for reviewing instructions, searching existing
data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. If
you have any cornments regarding this burden estimate or any other aspect of this collection information, including
suggestions for reducing this burden, send them to the Administrator, Wage and Hour Division, U.S. Department of
Labor, Room $-3502, 200 Constitution Ave., NW, Washington, DC 20210.
DO NOT SEND COMPLETED FORM TO THE DEPARTMENT OF LABOR; RETURN TO THE PATIENT.
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PART A: QUALIFYING REASONFOR LEAVE

1.

PART

Page 2

Describe the reason you are requesting FMLA leave due to a qualifying exigency (including the specific
reason you are requesting leave):

A complete and sufficient certification to support a request for FMLA leave due to a qualifying exigency
includes any available written documentation which supports the need for leave; such documentation may
include a copy of a meeting announcement for informational briefings sponsored by the military, a
document confirming an appointment with a counselor or school official, or a copy of a bill for services for
the handling of legal or financial affairs. Available written documentation supporting this request for leave
is attached. [~ Yes ™ No [~ None Available

MOUNT OF LEAVE NEEDED

Approximate date exigency commenced:

Probable duration of exigency:

Will you need to be absent from work for a single continuous period of time due to the qualifying
exigency? I No [ Yes.

If so, estimate the beginning and ending dates for the period of absence:

Will you need to be absent from work periodically to address this qualifying exigency? I~ No [ Yes.

Estimate schedule of leave, including the dates of any scheduled meetings or
appointments:

Estimate the frequency and duration of each appointment, meeting, or leave event, including any travel
time (i.e., 1 deployment-related meeting every month lasting 4 hours):

Frequency: times per week(s) manth(s)
Duration: hours __ _ day(s) per event.

CONTINUED ON NEXT PAGE Form WH-384 January 2009



PARTC:

If leave is requested to meet with a third party (such as to arrange for childcare, to attend counseling, to attend
meetings with school or childcare providers, to make financial or legal arrangements, to act as the covered military
member’s representative before a federal, state, or local agency for purposes of obtaining, arranging or appealing
military service benefits, or to attend any event sponsored by the military or military service organizations), a
complete and sufficient certification includes the name, address, and appropriate contact information of the
individual or entity with whom you are meeting (i.e., either the telephone or fax number or email address of the
individual or entity). This information may be used by your employer to verify that the information contained on
this form is accurate.

Name of Individual: Title:
Organization:

Address:

Telephone: ( ) Fax: ( )
Email:

Describe nature of meeting:

PART D:

I certify that the information ] provided above is true and correct.

Signature of Employee Date

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT
If submiited, it is mandatory for employers to retain a copy of this disclosure in their records for three years. 29 U.S.C. § 2616; 29
C.F.R. § 825.500. Persons are not required to respond to this collection of information unless it displays a currently valid OMB
controt number. The Department of Labor estimates that it will take an average of 20 minutes for respondents to complete this
collection of information, including the time for reviewing instructions, searching existing data sources, gathering and maintaining the
data needed, and completing and reviewing the collection of information. If you have any comments regarding this burden estimate
or any other aspect of this collection information, including suggestions for reducing this burden, send them to the Administrator,
Wage and Hour Division, U.S. Department of Labor, Room $-3502, 200 Constitution AV, NW, Washingtor, DC 20210, DO NOT
SEND THE COMPLETED FORM TO THE WAGE AND HOUR DIVISION; RETURN IT TO THE EMPLOYER.
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Designation Notice U.S. Department of Labor
(Farnlly and Medical Leave AC‘t) Employment Standards Administration mn

Wage and Hour Division 4 n W and Hoor Drs oo
OMB Control Number: 1215-0181
Expires. 12/31/2011
Leave covered under the Family and Medical Lesve Act (FMLA) must be designated as FMLA-protected and the employer must inform the employee of the
amount of leave that wili be counted against the employee’s FMLA leave entitlement. In order to determine whether leave is covered under the FMLA, the
employer may request that the leave be supported by a certification. If the certification is incomplete or insufficient, the employer must state in writing what
additional information is necessary to make the certification compilete and sufficient. While use ef this form by esmployers is optional, a fully compleied Form
WH-382 provides an easy method of providing employees with the written information required by 29 C.F.R. §§ 825.300(c), 825.301, and 825.305(¢).

To:

Date:

We have reviewed your request for leave under the FMLA and any supporting documentation that you have provided.
We received your most recent information on and decided:

Your FMLA leave request is approved. All leave taken for this reason will be designated as FMLA leave,

The FMLA requires that you notify us as soon as practicable if dates of scheduled leave change or are extended, or were
initially unknown. Based on the information you have provided to date, we are providing the following information about the
amount of time that will be counted against your leave entitlement:

Provided there is no deviation from your anticipated leave schedule, the following number of hours, days, or weeks will be
counted against your leave entitlement;

Because the leave you will need will be unscheduled, it is not possible to provide the hours, days, or weeks that will be counted

against your FMLA entitlement at this time. You have the right to request this information once in a 30-day period (if leave
was taken in the 30-day period).

Please be advised (check if applicable):

You have requested to use paid leave during your FMLA leave. Any paid leave taken for this reason will count against your
FMLA leave entitlement.

We are requiring you to substitute or use paid leave during your FMLA leave.
You will be required to present a fitness-for-duty certificate to be restored to employment. If such certification is not timely

received, your retumn to work may be delayed until certification is provided. A list of the essential funciions of your position
I is [ is notattached. If attached, the fitness-for-duty certification must address your ability to perform these functions.

Additional information is needed to determine if yonr FMLA leave request can be approved:

The certification you have provided is not complete and sufficient to determine whether the FMLA applies to your leave

request. You must provide the following information no later than , unless it is not
{Provide at least seven calendar days)

practicable under the particular circumstances despite your diligent good faith efforts, or your leave may be denied.

(Specify information needed to make the certification complete and sufficient)

We are exercising our right to have you obtain a second or third opinion medical certification at our expense, and we will
provide further details at a later time.

Your FMILA Leave request is Not Approved.
The FMLA does not apply to your leave request.
You have exhausted your FMLA leave entitlement in the applicable !2-month period.

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT
[t is mandatory for employers to inform employees in writing whether leave requested under the FMLA has been determined to be covered under the FMLA. 29 US.C.
§ 2617, 29 CF.R. §§ 825.300{d), (¢). It is mandatory for employers to retain a copy of this disclosure in their records for three years. 29 US.C. § 2616, 29 CFR. §
825.500. Persons are not required to respond to this collection of information unless it displays a currently valid OMB control number. The Department of Labor
estimates that i will take an average of 10 — 30 minutes for respondents to complete this collection of information, including the time for reviewing instructions,
searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. If you have any comments
regarding this burden estimate or any other aspect of this collection information, including suggestions for reducing this burden, send them to the Administrator, Wage
and Hour Division, U.S. Department of Labor, Room §-3502, 200 Constitution Ave., NW, Washington, DC 20210. DO NOT SEND THE COMPLETED FORM
TO THE WAGE AND HOUR DIVISION.

Form WH-382 January 2009



EMPLOYEE RIGHTS AND RESPONSIBILITIES
UNDER THE FAMILY AND MEDICAL LEAVE ACT

Basic Leave Entitlement

FMLA requires covered employers to provide up to 12 weeks of unpaid, job-

protected leave to eligible employees for the following reasons:

s  For incapacity due to pregnancy, prenatal medical care or child birth;

«  To care for the employee’s child after birth, or placement for adoption
or foster care;

e To care for the employee’s spouse, son or daughter, or parent, who has
a serious health condition; or

¢ For a serious health condition that makes the employee unable to
perform the employee’s job,

Military Family Leave Entitlements

Eligible employees with a spouse, son, daughter, or parent on active duty or
call to active duty status in the National Guard or Reserves in support of a
contingency operation may use their 12-week leave entitlement to address
certain qualifying exigencies. Qualifying exigencies may include attending
certain military events, arranging for alternative childcare, addressing certain
financial and legal arrangements, attending certain counseling sessions, and
attending post-deployment reintegration briefings,

FMLA also includes a special leave entitlement that permits eligible
employees to take up to 26 weeks of leave to care for a covered
servicemember during a single 12-month period. A covered servicemember
is a current member of the Armed Forces, including a member of the
National Guard or Reserves, who has a serious injury or illness incurred in
the line of duty on active duty that may render the servicemember medically
unfit to perform his or her duties for which the servicemember is undergoing
medical treatment, recuperation, or therapy; or is in outpatient status; or is on
the temporary disability retired list.

Benefits and Protections

During FMLA leave, the employer must maintain the employee’s health
coverage under any “group health plan” on the same terms as if the employee
had continued to work. Upon return from FMLA leave, most employees
must be restored to their original or equivalent positions with equivalent pay,
benefits, and other employment terms.

Use of FMLA leave cannot result in the loss of any employment benefit that
accrued prior to the start of an employee’s leave.

Eligibility Requirements

Employees are eligible if they have worked for a covered employer for at
least one year, for 1,250 hours over the previous 12 months, and if at least 50
employees are employed by the employer within 75 miles.

Definition of Serious Health Condition

A serious health condition is an illness, injury, impairment, or physical or
mental condition that involves either an ovemnight stay in a medical care
facility, or continuing treatment by a health care provider for a condition that
either prevents the employee from performing the functions of the
employee’s job, or prevents the qualified family member from participating
in school or other daily activities.

Subject to certain conditions, the continuing treatment requirement may be
met by a period of incapacity of more than 3 consecutive calendar days
combined with at least two visits to a health care provider or one visit and a
regimen of continuing treatment, or incapacity due to pregnancy, or
incapacity due to a chronic condition. Other conditions may meet the
definition of continuing treatment.

Use of Leave

An employee does not need to use this leave entitlement in one block. Leave
can be taken intermittently or on a reduced leave schedule when medically
necessary. Employees must make reasonable efforts to schedule leave for
planned medical treatment so as not to unduly disrupt the employer’s
operations. Leave due to qualifying exigencies may also be taken on an
intermittent basis.

Substitution of Paid Leave for Unpaid Leave

Employees may choose or employers may require use of accrued paid leave
while taking FMLA leave. In order to use paid leave for FMLA lcave,
employees must comply with the employer’s normal paid leave policies.

Employee Responsibilities

Employees must provide 30 days advance notice of the need to take FMLA
leave when the need is foreseeable. When 30 days notice is not possible, the
employee must provide notice as soon as practicable and generally must
comply with an employer’s normat call-in procedures.

Employees must provide sufficient information for the employer to
determine if the leave may qualify for FMLA protection and the anticipated
timing and duration of the leave. Sufficient information may include that the
employee is unable to perform job functions, the family member is unable to
perform daily activities, the need for hospitalization or continuing treatment
by a health care provider, or circumstances supporting the need for military
family leave. Employees also must inform the employer if the requested
leave is for a reason for which FMLA leave was previously taken or certified.
Employees also may be required to provide a certification and periodic
recertification supporting the need for leave.

Employer Responsibilities

Covered employers must inform employees requesting leave whether they
are eligible under FMLA. If they are, the notice must specify any additional
information required as well as the employees’ rights and responsibilities. [f
they are not eligible, the employer must provide a reasen for the ineligibility.

Covered employers must inform employees if leave will be designated as
FMLA-protected and the amount of leave counted against the employee’s
leave entitlement. If the employer determines that the leave is not FMLA-
protected, the employer must notify the employee.

Unlawful Acts by Employers

FMLA makes it unlawfil for any employer to:

*  Interfere with, restrain, or deny the exercise of any right provided under
FMLA;

¢  Discharge or discriminate against any person for opposing any practice
made uvnlawful by FMLA or for involvement in any proceeding under
or relating to FMLA.

Enforcement
An employee may file a complaint with the U.S. Department of Labor or
may bring a private lawsuit against an employer.

FMLA does not affect any Federal or State law prohibiting discrimination, or
supersede any State or local law or collective bargaining agreement which
provides greater family or medical leave rights.

FMLA section 109 (29 U.S.C. § 2619) requires FMLA covered
employers to post the text of this notice. Regulations 29
C.F.R. § 825.300(a) may require additional disclosures.

For additional information:
1-866-4US-WAGE (1-866-487-9243) TTY: 1-877-889-5627

WWW. WAGEHOUR.DOL.GOV

WHE

LS. Wage and Hour Division

U.8. Department of Labor | Employment Standards Administration ! Wage and Hour Division WHD Publication 1420 Revised January 2009



COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Frozen Leave

July 21, 2009

Policy Number 231.1 POLICY SECTION: Human Resources
l. PURPOSE

The purpose of this policy is to provide procedures and guidelines for receiving compensation of
the former Loss Leave Annual and Loss Leave Sick registers that were converted to Frozen
Leave effective July 1, 1995.

DEFINITIONS
Frozen Leave

Employees who had loss leave time converted to Frozen Leave were offered an option to transfer
the value of the Frozen Leave as of December 17, 2002 to the employee’s 401(a) or to transfer
the value of the Frozen Leave as of December 17, 2002 to a non-interest bearing account where
the funds will be held until the employee meets retirement, disability retirement or County
initiated elimination of his/her position.

Retirement

Retirement for purposes of this section, other than disability, shall mean any termination of
employment after the latter of fifteen (15) or more years of service as an Employee of Columbia
County. If an Employee dies while a Regular Full-time Employee or Regular Part-time
Employee of the County, the deceased Employee’s estate will be compensated for the accrued
current Personal Time Off, Catastrophic Leave Incentive and any Frozen Leave funds that are
held in a non-interest bearing account.

Disability Retirement

Disability Retirement shall mean that the Employee retired from employment with the County
because the Employee was unable to engage in any substantial activity required to perform
his/her job with the County by reason of medically determinable physical or mental impairment
which can be expected to result in death or to be of a long, continued and indefinite duration. The
permanent nature and degree of such disability shall be supported by medical evidence.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Holiday
July 21, 2009
REVISED:

June 17, 2014

Policy Number 232.1 POLICY SECTION: Human Resources

HOLIDAY

PURPOSE

To provide Employees of Columbia County with approved Holidays.

POLICY

Subject to amendment by the Board of Commissioners, the County shall recognize the following

Holidays that shall constitute time off with pay for Regular and Probationary Full-time and Part-
time Employees:

New Years Day January Veterans Day November
Martin Luther King Day  January Thanksgiving Day November
Memorial Day May Thanksgiving Holiday November
Independence Day July Christmas Eve December
Labor Day September Christmas Day December
Personal Holiday One Day

In the event a holiday, other than a personal holiday, falls upon a Sunday, the following Monday
shall be deemed to be the holiday. If the holiday falls on a Saturday, the preceding Friday shall
be deemed to be the holiday.

Regular Part-time and Probationary Part-time Employees shall receive a Pro Rata share of
compensation at their regular straight time hourly rate for each approved holiday.

If any holiday mentioned above, with the exception of a Personal Holiday, falls on an Employee's
regularly scheduled day off, the leave may be taken on a future date.

When a holiday falls within a period of paid Personal Time Off or Catastrophic Leave, the
holiday shall not be counted as a leave day.

An Employee who is absent without approved paid or unpaid leave on the day immediately
preceding or following a holiday shall not be paid for the holiday.

Personal Holiday
A Personal Holiday is a personal day of leave available to Regular and Probationary Full-time

and Part-time Employees for purposes of use such as time off for birthday, anniversary, religious,
holiday, special occasion or for County designated closures.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Holiday
July 21, 2009
REVISED:
June 17, 2014
Policy Number 232.1 POLICY SECTION: Human Resources
1) Regular and Probationary Full-time and Part-time Employees shall receive a Personal

2)
3)

4)

5)

Holiday.
The Employee must receive supervisor approval prior to using the Personal Holiday.
Disapproval of use of the Personal Holiday should be in writing.

Personal Holiday approvals by Department Heads and the County Administrator shall be
made only when efficiency of County operations will not be adversely affected.

Personal Holidays must be taken during the calendar year of entitlement, and, if not used, will
be forfeited.

The following criteria shall be used to determine which requests are allowed when the number of
requests for a particular day would impair department operations, if granted:

1)

2)

3)

4)

First, the holiday request shall be considered in the order in which the requests for a holiday
date are submitted, with the earliest request receiving first priority.

Second, if two or more requests are submitted simultaneously, the requests within that group
shall be considered in order by employment seniority with the most senior Employee
receiving the first priority within the group.

Final authority for approving or disapproving Personal Holiday requests shall rest with the
Department Head. Any disapproval shall be communicated in writing to the Employee
involved as soon as possible.

Personal Holiday usage must be recorded on the Non-exempt and Exempt Employee time
sheet.

The Personal Holiday in the current year may be combined and used with Personal Time Off or
other leaves. Employees, who resign,, will be compensated for any unused Personal Holiday on
the final paycheck. Employees who are terminated for cause, or who do not return County owned
equipment or property, will not be compensated for the Personal Holiday. Exceptions must be
approved by the County Administrator..

The Board of Commissioners may modify, amend, increase or decrease the number of paid
holidays at its discretion or due to budgetary constraints.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Jury Duty or Subpoena as Witness
July 21, 2009

Policy Number 233.1 POLICY SECTION: Human Resources
l. PURPOSE

To establish guidelines for Employees performing Jury or Civil Duty.

POLICY

Jury Duty or Subpoena as Witness

Any Regular Full-time Employee or Regular Part-Time Employee who is required to serve on a
jury, or as a result of official Employer duties is required to appear before a court, legislative
committee or quasi-judicial body as a witness in response to a subpoena or other directive, shall
be allowed authorized leave with pay for such service. An Employee who receives notice of jury
duty or subpoena of summons must notify his/her Supervisor immediately. Court payments for
travel time and meal expenses may be retained by the Employee.

Time away will not affect Personal Time Off or Catastrophic Leave accruals.

Plaintiff or Defendant

Employees who appear in court as the plaintiff or defendant in any action not related to their
official duties, or for investigative proceedings such as before a grand jury where the Employee is
a target of the investigation, shall not be paid for time away from work unless that time is taken as
accrued Personal Time Off.

Return to Work

Employees are to return to work after jury duty. If excused as a juror or witness on any given
day, the Employee is expected to contact his/her Supervisor and to report to work as instructed.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Leave of Absence without Pay

July 21, 2009

Policy Number 234.1 POLICY SECTION: Human Resources
l. PURPOSE

1) To establish procedures by which an Employee may request a leave of absence from
employment with the County without pay.

2) To establish criteria for considering requests for leave of absence without pay.
POLICY

Requests for leave of absence without pay shall be in writing and shall state specifically the
reasons for the leave requested and the date on which the leave would begin and end. The request
shall be submitted by the Employee to the immediate Supervisor. The Supervisor may
recommend to the Department Manager whether the request should be granted, modified or
denied. The Department Manager, with the approval of the Human Resources Manager, shall
then make a decision based upon the best interest of the County, giving due consideration to the
reasons given by the Employee, and the requirements of any applicable state and Federal laws.

The Department Manager may grant a Regular Employee a leave of absence without pay not to
exceed ninety (90) days for non-medical purposes. Non-medical leave is unpaid leave time for
career advancement or personal reasons. Such leaves may be granted only after all available
Personal Time Off has been exhausted. Catastrophic leave may not be used in lieu of leave
without pay for non-medical reasons.

Leave without pay for medical reasons may be granted for a period not to exceed twelve (12)
weeks and in accordance with the Family and Medical Leave Act. Leave of absence may be used
for disability/illnesses (including maternity related disabilities) which extend beyond the period
of accrued Catastrophic Leave. Personal Time Off accruals may be used after Catastrophic Leave
accruals are exhausted and before starting a leave of absence without pay for medical reasons.

Requests for leave of absence without pay due to reasons of health must be accompanied by
documentation from the Employee's attending physician supporting the request. All leave of
absence without pay requests must be approved by the Department Manager. Approved requests
shall be forwarded to the Human Resources Manager for review and concurrence.

The request for leave of absence without pay should not be approved until it has received the
approval of the Human Resources Manager. Under no circumstances may an Employee use a
leave of absence without pay to work for another Employer or to pursue self-employment.

No Catastrophic Leave, Holiday, Personal Time Off benefits or any other fringe benefits, except
as set out below, shall accrue while the Employee is on a leave of absence without pay.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Leave of Absence without Pay
July 21, 2009
Policy Number 234.1 POLICY SECTION: Human Resources

Any Employee on an approved leave of absence may continue his or her medical, life insurance,
and supplemental insurance coverage by paying the Employee cost to the County on a bi-weekly
basis.

The Immediate Supervisor is required to notify the Human Resources Department when the
Employee returns to work after the Leave of Absence without Pay has expired. Upon expiration
of the leave of absence, the Employee shall be reinstated in the position held at the time the leave
was granted or another equivalent position, if available.

Upon extenuating circumstances, the Human Resources Manager may grant an extension of a
leave without pay upon written request by the Employee. Such extension may not exceed ninety
(90) days and will be based on departmental as well as Employee considerations.

Employees who fail to return to work on the date specified in the leave request without receiving
an approved extension are subject to disciplinary action up to and including termination.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Military Leave

July 21, 2009

Policy Number 235.1 POLICY SECTION: Human Resources
l. PURPOSE

To comply with the requirements of Federal Law under the Uniformed Services Employment and
Reemployment Rights Act of 1994 (USERRA) and the Official Code of Georgia Annotated
(O.C.G.A)) 838-2-279 as they relate to Employees absent from work while engaged in the
performance of ordered military duty and while going to and returning from such duty.

POLICY

Columbia County shall provide for the rights of public officers and Employees absent on military
duty as members of organized militia or reserve forces by complying with the requirements of
USERRA and O.C.G.A. 838-2-279 or as amended from time to time.

GUIDELINES

1)

2)

3)

4)

Protected Employees

USERRA protections apply to all employees on duty with a uniformed service. Duty
includes (whether voluntary or involuntary) active duty, active duty for training, initial active
duty for training, inactive duty training, full-time National Guard duty and an absence to
determine fitness for duty. Uniformed Services include the U.S. armed forces, National
Guard or the commissioned corps of the Public Health Services.

Reemployment Rights

An employee on duty with a uniformed service is entitled to reemployment if the duty lasted
less than five (5) years (extensions apply in certain circumstances) and reports/applies for
reemployment within a specific period of time based on the length of duty.

Employee Benefits

An employee who is on duty with a uniformed service is deemed to be on a leave of absence
or furlough, and must receive the same employee benefits (other than health or retirement
coverage) not based on seniority as other employees on leave or furlough. No benefits are
required to be maintained under this provision if the employee knowingly provides the
employer with a written statement that he or she will not be returning to employment with the
employer following the absence for duty.

Health Benefits
USERRA provides separate rules for continued health care coverage of the employee and
dependents during duty with a uniformed service. If the period of duty is less than thirty-one

(31) days, coverage must be maintained if the employee pays required employee contribution.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Military Leave
July 21, 2009
Policy Number 235.1 POLICY SECTION: Human Resources

If the duty is more than thirty-one (31) days, an employer must permit an employee to
continue coverage under rules similar to COBRA.

5) Retirement Benefits

An employee who is reemployed pursuant to the USERRA requirements must be treated as
not having incurred a break in service for defined benefit, defined contribution, 403(b), and
457 plan purposes. The least must count as service for vesting and benefit accrual purposes;
all accruals that would have been made if the employee had not been absent for duty must be
funded. Also, matching contributions must be made up if, on reemployment, the employee
makes any necessary pre-tax or after-tax contributions within the lesser of three (3) times the
period the employee was absent for duty or five (5) years.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Catastrophic Leave
July 21, 2009
AMENDED:
March 15, 2011
AMENDED:

June 21, 2011
AMENDED:
December 18, 2012

Policy Number 236.1 POLICY SECTION: Human Resources

. PURPOSE

To establish Catastrophic Leave and the terms of the accrual and use thereof for Regular Full-
Time Employees and Regular Part-Time Employees.

1. POLICY

It is the policy to grant Catastrophic Leave with pay to eligible Regular Full-Time Employees and
Regular Part-Time Employees in accordance with the policy guidelines. Probationary, temporary
and seasonal workers are not eligible for Catastrophic Leave.

1. GUIDELINES
1) Accrual

Regular Full-Time Employees may accrue Catastrophic Leave up to a maximum of one
thousand fifty-six (1,056) hours; a Regular Part-Time Employee equivalent is prorated.

2) Excess Leave

Employees who have excess Personal Time Off Leave at the end of each calendar year will
have the excess leave placed in his or her personal Catastrophic Leave account at the
beginning of each new calendar year, in accordance with the Personal Time Off Policy,
Policy Number 237.1.

3) Usage

Employees may use his or her Catastrophic Leave for personal illness or injury, work-related
injury, medical examinations or treatment, or to care for an Immediate or Extended Family
member who is sick or injured. The Employee may begin using the Leave after the fifth (5™
consecutive day of absence or forty (40) consecutive hours for a Full-Time Employee. A
Part-Time employee equivalent is prorated. Employees with pre-approved or emergency
medical leave requests who are expected to be out of work consecutively for more than forty
(40) hours may be allowed to forego use of Personal Time Off first, subject to approval by
the Human Resources Manager.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Catastrophic Leave

July 21, 2009
AMENDED:
March 15, 2011
AMENDED:

June 21, 2011
AMENDED:
December 18, 2012

Policy Number 236.1 POLICY SECTION: Human Resources

V.

4)

5)

Intermittent Usage

Intermittent usage of Catastrophic Leave may be approved to allow employees to obtain
treatments that can only be given during working hours, i.e. chemotherapy, dialysis,
radiation, etc. The Employee must be able to perform the essential functions of his or her
position, must apply for and be approved for Family Medical Leave or Worker’s
Compensation, before he or she will be allowed to use Catastrophic Leave on an intermittent
basis. Requests for intermittent usage and documentation supporting the request must be
submitted to the employee’s immediate Supervisor, Department Head and Human Resources
Manager for review and approval. The information will be maintained in the employee
confidential medical or Worker’s Compensation file.

Exclusions
Catastrophic Leave may not be used under the following conditions:
a) Employment has been terminated either before or during such medical absence.
b) The absence is due to illness or injury attributable to:
(1) Intentional self-inflicted injury
(2) Drug or alcohol addiction, unless seeking professional care
(3) HlIness or injury incurred while committing a crime
(4) Hiness or injury resulting from paid employment or self employment other than

employment by Columbia County that was not approved by the major Department
Head, County Administrator or Division Director.

LEAVE REQUEST

1)

Procedures
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Catastrophic Leave
July 21, 2009
AMENDED:
March 15, 2011
AMENDED:

June 21, 2011
AMENDED:
December 18, 2012

Policy Number 236.1 POLICY SECTION: Human Resources

2)

3)

b)

f)

Eligible Employees who use Catastrophic Leave shall submit medical status reports from
the attending physician to his or her immediate supervisor during the course of the
Employee medical recovery period. The report must be provided at a minimum every
thirty (30) days and must provide a prognosis and tentative date of return to work.

The employee must provide a return to work statement from the attending physician
indicating he/she is able to perform the essential functions of his or her position without
restrictions or limitations. The statement must be presented to the immediate Supervisor,
Department Manager, and the Human Resources Department prior to his or her return to
work after a personal illness or injury.

No Catastrophic Leave will be granted to an eligible Employee in excess of the amount
accrued and available to such employee.

Accrued Catastrophic Leave and Personal Time Off leave of absence may be exhausted
before an eligible Employee takes leave of absence without pay for medical reasons.

The Employee may use Personal Time Off leave when his or her Catastrophic Leave has
been exhausted.

All Employee medical documentation will be maintained in a confidential medical file
secured in the Human Resources Department.

Department Responsibility

It is the responsibility of each Department Manager or designated Supervisor to ensure the
provisions of this policy are observed. Corrective action should be taken in instances of
suspected abuses or misinterpretation of the utilization of Catastrophic Leave. The
Department Manager will ensure that use of Catastrophic Leave is recorded on the employee
time sheet.

Leave Forfeiture

Unused accrued Catastrophic Leave shall be forfeited upon termination of employment unless
the employee qualifies for the Catastrophic Leave Incentive.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Catastrophic Leave
July 21, 2009
AMENDED:
March 15, 2011
AMENDED:

June 21, 2011
AMENDED:
December 18, 2012

Policy Number 236.1 POLICY SECTION: Human Resources

V.  CATASTROPHIC LEAVE INCENTIVE
1) Eligibility Criteria

Employees with twenty five (25) years or more credible County service, or Contract
Employees with the required equivalency and credible County service, who separate
employment for non-disciplinary reasons and who provide adequate notice of the separation
to his or her supervisor, will be eligible for the Catastrophic Leave Incentive. Employees
who reach age sixty five (65) who have twenty (20) years or more credible county service
will also be eligible for the Catastrophic Leave Incentive. Part-time employees with twenty
five (25) years or more credible County service are eligible for the pro-rata equivalent of a
full-time employee.

2) Catastrophic Leave Incentive

Eligible Full-Time Employees as defined above will receive the following:

a) A payroll distribution of 50% of the Catastrophic Leave balance in a final pay check at
the then current hourly rate of pay.

b) A deposit of fifty percent (50%) of the then current hourly rate of pay of the Catastrophic
Leave balance to an individual Retirement Health Savings (RHS) plan.

c) Eligible Part-time employees as defined above will receive a prorated equivalency of the
above incentive criteria.

Compensation under the provisions of the policy is contingent upon the continued policy
approval and continued availability of funds as approved by the Board of Commissioners.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Personal Time Off
July 21, 2009
REVISED:
December 18, 2012
June 17, 2014

May 19, 2015

Policy Number 237.1 POLICY SECTION: Human Resources

PURPOSE

To establish a Personal Time Off policy and the terms of accrual and usage thereof for eligible
Regular Full-time Employees and Regular Part-time Employees.

POLICY

It is the policy to grant Personal Time Off with pay to Regular Full-time Employees and Regular
Part-time Employees in accordance with policy guidelines. Probationary, temporary and seasonal
workers are not eligible for Personal Time Off.

GUIDELINES

Eligibility

Regular Full-time Employees and Regular Part-time Employees are eligible for Personal Time
Off.

Accrual

January through December is the Personal Time Off accrual period. Eligible Employees accrue
Personal Time Off each month based on the total years of previous and current credible service.

Employees begin accruing Personal Time Off from the date of hire. Accruals are posted on or
near the first day of each following month. Temporary and seasonal workers are not entitled to
Personal Time Off leave accruals.

Contract Employees will receive Personal Time Off in accordance with the terms of his/her
contract, if applicable. Eligible Employees accrue Personal Time Off as follows:

Years Svc Accrual per month Days per year
Hire Date-1 8 hours/month 12 days/year
1-5 12 hours/month 18 days/year
5-10 14 hours/month 21 days/year
10-15 16 hours/month 24 days/year
15-20 18 hours/month 27 days/year
20+ 20 hours/month 30 days/year
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED:

July 21, 2009
REVISED:
December 18, 2012
June 17, 2014
May 19, 2015

TOPIC: Personal Time Off

Policy Number 237.1

POLICY SECTION: Human Resources

Leave Carryover

A Regular Full-time Employee may carryover a maximum of 320 hours of unused PTO into the
next calendar year; Regular Part-time Employees may carryover a prorated portion of the
maximum hours for a Full-time Employee. Accumulated PTO hours exceeding 320 at the end of
the calendar year shall be considered excess.

Excess Personal Time Off Annual Contributions

1) Employees must use a minimum of one hundred twenty (120) hours Personal Time Off
during the calendar year when the time was earned to be eligible for rollover.

2) If one hundred twenty (120) hours PTO were used, the employee will be eligible to roll the
balance of excess PTO leave to his/her personal Catastrophic Leave balance at the beginning
of the succeeding calendar year; part-time employees must use and earn the pro-rated
equivalent. Employees may earn up to 1,056 hours of catastrophic leave. Hours in excess of
1,056 will be forfeited.

3) Employees who cannot place excess unused Personal Time Off in his/her personal
Catastrophic Leave account each year, will forfeit all excess Personal Time Off leave at the
beginning of the succeeding calendar year.

Personal Time Off Scheduling and Usage

Any Regular Full-time Employee or Regular Part-time Employee must request approval of
Personal Time Off leave from his/her Department Manager or designated Supervisor in advance
of the date to be used. Failure to receive approval for the Personal Time Off for unexpected
emergencies within thirty (30) minutes after the beginning of the work day may result in denial of
compensation for the absence and/or disciplinary action.

Terminated Employee Personal Time Off Compensation

A Regular Full-time or a Regular Part-time Employee, who resigns or terminates employment
without cause, will be compensated for his/her unused Personal Time Off on his/her final pay
period if notification of the separation is received by Human Resources prior to the end of the
terminated employee last pay period. Employees, who are terminated for cause, or for failure to
return County owned equipment or property, or for other policy violations considered
unacceptable by the County, will not be eligible to be compensated for unused Personal Time
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Personal Time Off
July 21, 2009
REVISED:
December 18, 2012
June 17, 2014

May 19, 2015

Policy Number 237.1 POLICY SECTION: Human Resources

Off. Exceptions must be approved by the Department Head, Human Resources Manager or
County Administrator.

Non-eligible Employee

Temporary and seasonal employees are not considered to be a Regular Full-time Employee or
Regular Part-time Employee and are not entitled to any payment for Personal Time Off because
such person accrues no Personal Time Off.

Transfers

If an Employee transfers from one County department to another, the accumulated Personal Time
Off shall also transfer.

Exceptions

Probationary employees may be allowed to use Personal Time Off accruals prior to completion of
his/her probationary period. Approval of exceptions to the policy are at the discretion of the
Department Head, however, the Human Resources Manager must be advised of the exception or
terms of the special arrangement.

General Information

Personal Time Off earned by a Regular Full-time Employee or a Regular Part-time Employee is
recommended to not be transferred among Employees. Exceptions to the policy may be made
under the provisions and guidelines of the Medical Leave Sharing Policy, Policy 238.1.

Personal Time Off will not accrue while a Regular Full-time Employee or Regular Part-time
Employee is on leave of absence without pay.

Accrued and unused Personal Time Off may be used, subject to Department Head and Human
Resources Manager approvals, to supplement Catastrophic Leave if the Regular Full-time
Employee or Regular Part-time Employee has exhausted his/her Catastrophic Leave. Paid
holidays that occur during periods of Personal Time Off are not charged to the employee Personal
Time Off balance.
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1. ADMINISTRATION

1) Department Managers are responsible for managing the Personal Time Off schedules in their
departments and for administering the provisions of this policy.

2) The County Administrator shall approve all Personal Time Off schedules for Division
Directors and other direct administrative support staff.

3) Division Directors will approve all Personal Time Off requests for direct Department
Managers and other administrative support staff.

4) Department Managers will approve all Personal Time Off requests for department staff and
direct reports.

5) It is recommended that a Division Director and the next ranking Department Manager not
take Personal Time Off at the same time.
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Policy Number 238.1 POLICY SECTION: Human Resources
l. PURPOSE

To establish Medical Leave Sharing and the terms thereof for Regular Full-time and Regular Part-
time Employees to use for medical reasons.

POLICY

It is the policy to grant Medical Leave Sharing with pay to Regular Full-time Employees and

Regular Part-time Employees in accordance with policy guidelines. Probationary, temporary and

seasonal workers are not eligible for Medical Leave Sharing.

GUIDELINES

The Department Head or Division Director in conjunction with the Human Resources Manager

may permit a Regular Full-time or Regular Part-time Employee to receive Personal Time Off and

Catastrophic Leave donations from other Employees under this subsection if:

1) An Employee suffers from an illness, injury, impairment, or physical or mental condition
which is of an extraordinary or severe nature and which has caused, or is likely to cause, the
Employee to:

a) Go on leave without pay status; or

b) Terminate County employment.

2) The Employee's absence and the use of shared Personal Time Off or Catastrophic Leave are
justified;

3) The Employee has depleted or will shortly deplete his/her Personal Time Off and
Catastrophic Leave accounts; and

4) The Employee has abided by all personnel rules regarding Personal Time Off and
Catastrophic Leave use.

Donations
Full-time Employees may donate up to forty (40) hours from either his/her personal Catastrophic
Leave or Personal Time Off account per year, but, no more than one-fourth (1/4) of the balance of

his/her Catastrophic Leave or Personal Time Off account annually. Employee donations will be
in eight (8) hour increments only. Part-time Employees may donate the Pro-rata equivalent.
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Donation Procedure for Department/Division Co-Worker

1)

2)

3)

4)

5)

Employee submits request in writing to his/her Department Head requesting a prescribed
amount of Personal Time Off or Catastrophic Leave be transferred to a specific employee for
Medical Leave Sharing within the Department/Division.

If disapproved, the Department Head returns the Medical Leave Sharing request to the
requestor with an explanation for the denial.

If approved, the request is forwarded to the Human Resources Manager for review and
approval or disapproval.

If approved, the leave will be transferred to the specified employee.

If disapproved, the request will be returned to the originating Department Head with a reason
for the denial.

Donation Procedure for Non-Department/Non-Division Employee

1)

2)

3)

4)

5)
6)

7)

Employee submits request in writing to Department Head requesting a prescribed amount of
Personal Time Off or Catastrophic Leave be transferred to a specific employee for Medical
Leave Sharing who works in another Department or Division.

The Department Head approves the request and forwards to Non-Department Employee
Department Head for approval.

The receiving Department Head reviews the request for transfer of leave to his/her employee
for medical reasons and approves or disapproves the request.

If disapproved, the request is returned to the requesting Department Head with an explanation
of the denial.

If approved, the request is forwarded to the Human Resources Manager for review.
If approved by Human Resources, the leave will be transferred to the specified employee.

If disapproved, the Medical Leave Sharing request will be returned to the originating
Department Head with a reason for the denial.

Medical Review

The Human Resources Manager shall determine the amount of Personal Time Off or Catastrophic
Leave, if any, which may be donated to an Employee under this section. However, a Regular
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Full-time Employee may receive no more than six (6) weeks of donated leave contributions or for
Regular Part-time Employees his/her prorated portion thereof, of donated leave. Medical
hardships will be reviewed case by case and may result in exceptions to the recommended leave
maximum. Requests for exceptions will be reviewed by the appropriate Department Head and
Human Resources Manager.
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PURPOSE

To comply with Georgia State Workers” Compensation Insurance Law O.C.G.A. (34-9-81.1) and
provide for payment for employee medical treatment and to supplement a portion of any income
the employee may lose while recovering from an on-the-job illness or injury.

POLICY

Columbia County complies with Georgia State Worker Compensation Insurance Law and
provides payment for employee medical treatment and lost income while recovering from work
related illness or injury.

GUIDELINES

Specific benefits are prescribed by law depending on the circumstances of each case. It is against
the law for a company to terminate or punish an employee for reporting an accident or injury. All
reports of first aid, accidents, illness (due to work) and injury must be reported within twenty-
four (24) hours of the incident. Attached is the Columbia County Report of Work Injury,
Incidents and Accident Investigations (Exhibit A) to be used in reporting all accidents/incidents.

Workers’ Compensation benefits are the employee’s exclusive remedy for accidental injury,
occupational disease or death arising out of and in the course of employment. Eligible employees
may receive benefits including medical, surgical, vocational rehabilitation services and certain
supplies, as well as compensation from medically authorized lost time due to disability.

Human Resources administers the Workers’ Compensation Program for the Columbia County
Board of Commissioners. All workers’ compensation claims are handled by a third party
administrator, ACCG (Association of County Commissioners of Georgia), 3169 Holcomb Bridge
Road, Suite 400, Norcross, Georgia 30071.

RETURN TO WORK

The County is committed to returning employees with work-related injuries to work, within
safe and healthy medical practices, as soon as practical. As soon as possible after the injury,
and when the employee is medically able to return to work, a written medical release from
the designated medical service provider must be received to the County Human Resources
Department. If the medical release specifies that the employee may return to work, the
employee will be returned to work immediately or as soon as practical.

The County reserves the right to require any treating physician to review the employee’s
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job description and work duties, and to express an opinion as to whether the employee may safely

perform the essential job duties, before putting the employee back to work with or without
temporary job modifications.
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Exhibit A

Columbia County Report of Work Injury, Incidents and Accident Investigations

Supervisor to Complete, Sign and Deliver this original to the Human Resources Department within 24 hours of the event.

Section A: To be completed by the Supervisor (Mandatory)
Employee’s Name

Date of Injury Time Date Reported

Time Workday Began Normal Work Schedule (Mon-Fri, Shift, etc.)

Did employee work following day? If not, was cause due to accident or shift?

Returned to work Location of incident

Nature of Injury and part of body affected

BE SPECIFIC

Sheriff’s Office or Police Department Case # (If applicable attach a copy of the Report to this form)

Did this incident involve possible exposure to infectious agents or pathogens?

Section B: Treatment (Mandatory)

__No apparent injury Work Hours Lost day of injury
___Minor First Aid Only Total Lost time hours
____Hospital or Emergency Care Transported by

__ Fatal Injury

Disabling Injury
Potential Permanent Injury

Attach Medical Treatment Paperwork to this form!

Section C: Details of Injury by Supervisor and/or Witnesses: (Be Specific on the facts leading to the Injury)
Use additional pages as necessary.

List all property involved (include: Description & Serial #, Current location, Owner, and Extent of Damage).

Names and addresses of any others involved in this incident:

Supervisor’s Name Signature Date
(Mandatory) (Mandatory)

Original to Human Resources Department
A separate form will be provided for Liability Claims from Risk Management
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Section D: PART | — Employee Election Statement

Workers’ compensation benefits entitle injured employees to compensation for lost wages due to a compensable work related injury.
Georgia state law mandates that the employer or its insurer must pay an injured worker 66 2/3% of his/her average gross weekly wage, not
to exceed the maximum of $450.00, for the duration for his/her disability. State law designates a waiting period of seven calendar days of
disability before income benefits are payable. However, should the injured employee remain disabled from employment for 21 calendar
days, then the first seven days of disability (waiting period) would become compensable to the injured employee.

As an injured employee of Columbia County you have the option of using part or all of your accrued Personal Time Off (PTO) hours.
However, any PTO hours used will not be reimbursed by the county’s workers’ compensation carrier/servicing agent. Should you elect

not to use any PTO hours, you will be compensated for any period of disability according to statutory workers’ compensation benefits.

I have read and understand the above. | elect to utilize the following options in lieu of statutory Workers” Compensation benefits:

1. Elect to utilize a portion of my accrued PTO or Catastrophic Leave hours in lieu of statutory Workers’ Compensation benefits.
2. Elect to utilize all of my accrued PTO or Catastrophic Leave hours in lieu of statutory Workers’ Compensation benefits.

3. Elect not to utilize my accrued PTO or Catastrophic Leave hours and elect to utilize statutory Workers’ Compensation
benefits.

Signature of Employee Signature of Witness

Date Date

PART Il — Release to Return to Work

Returned to work on:

Month Day Year

Date Signature of Supervisor

Attach Medical Release statement to this form.
Forward to HR Department.
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Columbia County Report of Work Injury, Incidents and Accident Investigations
This report is MANDATORY

Section E: Corrective Action (To be Completed by Division/Department Head and original form delivered to the Human Resources
Department and a copy to Risk Management within seven (7) days of the event)

Can corrective action be taken within the department to prevent a recurrence of this injury/accident?
Yes No

(Explain)

Use additional pages as necessary.

When can corrective action be expected?

What are the expected costs directly related to this accident or incident?

Supervisor / Division / Department Head Signature

Date

Section F:  Employee Statement

What caused this incident to occur?

What preventive measures could have been taken to avoid this accident?

Employee Signature (Mandatory) Date
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Policy Number 240.1 POLICY SECTION: Human Resources
l. PURPOSE

To provide policy that will ensure 1) equal opportunities for disabled persons to participate in and
benefit from services, programs or activities sponsored by the County; 2) a bias free environment
for disabled Employees or for disabled persons who seek employment with the County; and 3)
prompt and equitable resolution of complaints alleging discrimination on the basis of a disability.

RESPONSIBILITY

The Human Resources Manager is responsible for interpretation and oversight of this Policy and
will serve as the ADA Coordinator.

POLICY

Columbia County Board of Commissioners will not discriminate on the basis of disability in
employment or the provision of services. It is the intent of the County to guarantee disabled
persons equal opportunity to participate in or enjoy the benefits of County services, programs or
activities, and to allow disabled Employees a bias free work environment as required by the ADA
and ADA Amendments Act of 2008. The County, upon request, will provide reasonable
accommaodation in compliance with the ADA.

The ADA Amendments Act of 2008 (the “Act”) became effective January 1, 2009. As part of the
Act, Section 4 amends the ADA to redefine the term “disability”, by also defining “major life
activities” and “being regarded as having such impairment”. Additionally, it sets forth rules of
construction regarding the definition of “disability,” including that:

1) such term shall be construed in favor of broad coverage of individuals under the Act;
2) an impairment that substantially limits one major life activities in order to be a disability;

3) an impairment that is episodic or in remission is a disability if it would substantially limit a
major life activity when active;

4) the determination of whether an impairment substantially limits a major life activity shall be
made without regard to mitigating measures.

The County is committed to creating an environment in which facilities for public meetings and
General Information public use are accessible. Furthermore, the County will provide auxiliary
aids and services, if necessary, and if such reasonable accommodation can be provided without
undue hardship to the County.
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The County has a commitment to ensure equal opportunities for disabled Employees. Every
reasonable effort will be made to provide an accessible work environment and additional
accommodations as required by the ADA as amended.

Employment practices (e.g. hiring, training, testing, transfer, promotion, compensation, benefits,
termination, etc.) will be administered in such manner as to not discriminate against disabled
Employees as required by the ADA as amended.

Employees or other participants in the County's programs, services and activities who feels the
County has violated their rights under the ADA as amended may submit written complaints to the
ADA Coordinator.

County staff will ensure that disabled persons may participate in and benefit from County
programs, services and activities as required by the ADA as amended.

Page 2 of 2



COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Military Caregiver Family Medical Leave
July 21, 2009
AMENDED:
March 15, 2011
June 16, 2015

Policy Number 241.1 POLICY SECTION: Human Resources

PURPOSE
To establish a policy and guidelines for the use of family or medical leave for County Employees.
POLICY

An eligible employee who is the spouse, son, daughter, parent or next of kin of a current service
member may take up to twenty-six (26) weeks of leave to care for such service member with a
serious injury or illness incurred in the line of duty on active duty for which the covered service
member is undergoing medical treatment, including veterans who are undergoing medical
treatment, recuperation or therapy for a serious injury or illness that occurred by the service
member in the line of duty on active duty and manifested itself before or after the service member
became a veteran. Such leave is designated “Military Caregiver Family Medical Leave.”

Leave is permitted to care for current members of the Regular Armed Forces, National Guard,
Reserves, those on the temporary disability retired list, and veterans who are undergoing medical
treatment, recuperation or therapy for serious injury or illness.

The current service member or veteran must have or have had a serious injury or illness incurred
in the line of duty, as determined by the U. S. Department of Defense, that may render him/her
medically unfit to perform the roles of his current or prior office, grade, rank or rating and for
which he/she is undergoing medical treatment, recuperation, therapy or outpatient treatment.

In order to care for a covered service member or covered veteran, an eligible employee must be
the spouse, parent, son or daughter, or next of kin of the covered service member or covered
veteran.

“Next of kin” is defined as the covered service member’s nearest blood relative — other than the
service member’s spouse, parent, son or daughter — in the following order of priority:

e Blood relatives who have been granted legal custody
o Brothers and sisters e Aunts and uncles

e Grandparents e  First cousins

A service member has the right to designate in writing another blood relative as his or her next of
kin.
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The Employee must submit completed FMLA paperwork to Human Resources when taking paid
or unpaid non-work-related Military Caregiver or Veteran Military Caregiver Family Medical
Leave.

Employee eligibility. An Employee shall be eligible for Military Caregiver or Veteran Military
Caregiver FMLA leave when:

1) The Employee has worked for at least twelve (12) months for the County. The twelve
months need not have been consecutive. (If the Employee was on the payroll for part of a
week, the County will count the entire week. The County considers 52 weeks to be equal to
twelve months.)

2) The Employee has worked for the County for at least 1,250 hours over the previous twelve
(12) months before the leave would begin, not including paid or unpaid leave.

3) When both spouses are employed by the County, they are jointly entitled to a combined total
of twenty-six (26) work weeks of Military Caregiver or Veteran Military Caregiver FMLA
leave.

Calculation of Leave. Eligible Employees can use up to twenty-six (26) weeks of leave during a
single twelve (12) month period. The 12-month period begins on the first day the employee takes
leave for this purpose and ends 12 months thereafter.

Maintenance of Benefits. During a family or medical leave under this Policy an Employee shall
be entitled to maintain group health insurance coverage on the same basis as if he/she had
continued to work at the County. To maintain uninterrupted coverage, the Employee will have to
continue to pay his or her share of insurance premium payments. This payment shall be made
either in person or by mail to the Human Resources Department. If the Employee fails to make
the premium payment and it becomes more than 30 days overdue, insurance coverage will be
discontinued.

If the Employee informs the County that he/she does not intend to return to work at the end of the
leave period, the Employee’s rights to any health care benefits shall be only to the extent
provided for by the then current health care plan, if any, provided by the County for its
Employees. If the Employee chooses not to return to work for reasons other than a continued
serious health condition, the County will require the Employee to reimburse the County the
amount the County contributed towards the Employee's health insurance during the leave period.

If the Employee contributes to life insurance or supplemental plans, the County will continue
making payroll deductions while the Employee is on paid leave. While the Employee is on
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unpaid leave, the Employee must make arrangements to continue to make those premium
payments. If the Employee does not continue these payments, the County will recover the
payments at the end of the leave period in a manner consistent with the law. Certain types of
earned benefits received prior to the start of an Employee’s leave shall not be lost. Leave may not
accrue during the leave period if the employee has exhausted all Personal Time and Catastrophic
Leave. The use of family or medical leave will not be considered a break in service for vesting or
benefits program purposes.

Job Restoration. An Employee who utilizes Military Caregiver or Veteran Military Caregiver
Leave under this policy will be restored to the same job or a job with equivalent status, pay,
benefits and other employment terms. Use of FMLA leave cannot result in the loss of any
employment benefit that accrued prior to the start of an Employee’s leave.

The County may choose to exempt certain highly compensated Key Employees from this job
restoration requirement and not return them to the same or similar position at the completion of
FMLA leave. Employees who may be exempted will be informed of this status when they request
leave. If the County deems it necessary to deny job restoration for a Key Employee on FMLA
leave, the County will inform the Employee of its intention and will offer the Employee the
opportunity to return to work immediately.

Use of Paid and Unpaid Leave. The Employee may use Paid Leave first and take the
remainder of the leave as Unpaid Leave. In order to use paid leave for FMLA leave,
Employees must comply with the County's normal leave policies.

Intermittent Leave and Reduced Work Schedules. In certain cases, intermittent use of the
twenty-six weeks (26) of Military Caregiver Leave or a modified work schedule may be allowed
if the Employee has received approval by the Department Head, Human Resources Manager and
the County Administrator. The use of intermittent leave should be scheduled so that this leave
does not unduly disrupt the County’s operations. In order to use paid leave for FMLA leave,
Employees must comply with the County’s normal leave policies.

In some cases the County may temporarily transfer an Employee who is using intermittent leave

or a modified work schedule to a different job with equivalent pay and benefits if another position
would better accommodate the intermittent or modified work schedule.
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PROCEDURES

Procedure for requesting leave. Employees requesting leave under this policy must provide 30
days advance naotice, if the need for FMLA leave is foreseeable. If the need for FMLA leave is
not foreseeable, Employees must notify the County of the need for leave as soon as possible. The
Military Caregiver or Veteran Military Caregiver Family Medical Leave package is available in
the Human Resources Department.

Upon receiving an Employee’s request for leave, the County will provide the Employee a Notice
of Eligibility and Rights and Responsibilities (Form WH-381).

An Employee taking leave under this policy for Military Caregiver Leave must submit a complete
and sufficient Certification for Serious Injury or Iliness of Covered Service member — for Military
Family Leave (Form WH-385).

An Employee taking leave under this policy for Veteran Military Caregiver Leave must submit a
complete and sufficient Certification for Serious Injury or lliness of a Veteran for Military
Caregiver Leave (Form WH-385-V).

The required certification should be provided within fifteen (15) calendar days or the Employee
should provide a reasonable explanation for the delay. If the employee fails to provide complete
and sufficient certification, the County may deny the request for Military Caregiver or Veteran
Military Caregiver Leave.

After the County has received the required notice and certification, it will inform the employee
within five (5) business days whether the leave will be designated Military Family Leave. The
employee will receive a Designation Notice (Form WH-382) indicating the amount of leave that
will be counted against the employee’s FMLA entitlement, if determinable at that time.

While on leave, Employees are required to report to their Department Head on a bi-weekly basis

regarding their status and their intent to return to work. Employees are required to give at least
two business days’ notice if their anticipated date of return to work changes.
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July 21, 2009

Policy Number 242.1 POLICY SECTION: Human Resources
l. PURPOSE

To ensure that all employees are made aware and have the opportunity to apply for open positions
either before or concurrent with the consideration of external candidates for employment.
Business conditions permitting, all regular full-time and part-time positions will be posted when a
vacancy occurs unless a Job Posting waiver has been approved by the Human Resources
Manager.

POLICY

Position vacancies will be posted to provide opportunities to hire new employees and for
promotion or transfer of current employees. Several methods of Job Posting may be utilized
based on current business needs.

POSTING DEFINITIONS

Internal Postings — Postings offered to and supports the professional development of current
regular employees. Successful candidates must meet the position minimum qualifications.
Typically, internal candidates will be considered for positions that are a higher grade and
considered to be a promotion. There may be instances where a lateral transfer may provide career
development opportunities that will enhance an employee’s skills and abilities. Vacancies that
occur as a result of an internal promotion may be posted externally.

Candidates must be eligible regular employees, have completed the new hire probationary period,
and employed for a minimum of twelve (12) months in their current position with a satisfactory
performance.

The Job Posting opportunity will be made available only to County government internal
applicants. The job will be posted internally a minimum of five (5) business days. Eligible
employees must submit a letter of interest, a completed application and supporting documentation
by the closing date.

External Postings — Postings offered to recruit external and internal candidates for the applicant
pool. Position vacancies will be posted a minimum of five (5) business days on the County Job
Opportunities website. Additional advertisements including the local newspaper, professional
journals and websites may be utilized to recruit candidates for the applicant pool.

The Human Resources Department notifies employees of position vacancies through email
distribution to all employees and posting on various bulletin boards throughout the County.

Each posting includes the posting date, posting deadline, position number, position title,
department, salary grade and minimum entry rate.
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Intradepartmental Posting — Postings offered within a Department only, indicating only
candidates within the Department where the vacancy exists will be considered. The job will be
posted within the Department a minimum of five (5) business days. Eligible employees must
submit a letter of interest, a completed County application for employment and supporting
documentation by the closing date to the Division Director.

Waivers to the Job Posting Policy — In rare instances, the posting policy may not apply. The
Division Director may request a waiver of the job posting requirement by submitting a statement
justifying the request and must meet one or more of the following criteria:

1) The Division Director has qualified candidates within the Department that may be considered
for a position vacancy and the Employees in the Department are allowed an opportunity to
place a Job Bid on the vacant position.

2) An employee in the department where the vacancy exists has been determined by the
Division Director to have certifications, skills and abilities to meet the requirements of the
vacancy and the individual is uniquely qualified to be promoted into the position. The
application and any supporting documentation will be submitted to the Human Resources
Manager for review and final approval.

3) Reorganization or restructuring of the department results in a promotion opportunity, but no
additional authorized position is created to add to total staff. Therefore, one of the current
department employees meeting the qualifications for the promotion may be recommended.

Employment Offer Notification — Human Resources will, if requested, extend the employment
offer on behalf of the hiring department. If the first offer is rejected, the hiring department will
decide whether to extend an offer to another candidate within the applicant pool or to re-advertise
the position.

If the candidate accepts the employment and salary offer, all other candidates are notified in
writing by the interviewer that they were not selected for the position.
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l. PURPOSE

To ensure that all eligible employees are provided an opportunity to bid on position vacancies
prior to advertising externally for applicants.

POLICY

To ensure that all eligible employees are provided an opportunity to bid on position vacancies.
Qualifications, past performance, skills and abilities are considered in the selection process.
When a position vacancy occurs, employees may use the bidding process to indicate their interest
in being considered for the vacant position.

Recruitment for a position may occur internally and externally simultaneously. When a position
vacancy occurs within a department and an employee of that department meets the minimum
gualifications, the employee may be promoted and the job bid process may be waived. It is
intended that the job bid process will be used as often as practicable as a means of filling vacant
positions.

The Human Resources Manager will ensure compliance with this policy and procedure.
PROCEDURES

Employees who have satisfactorily completed probation and been employed a minimum of one
(1) year in his or her current position, are eligible to apply for a posted position under this
procedure.

Position vacancies will be posted unless it is determined to be in the best interest of the County to
waive the posting period. Examples of such waivers include placing misplaced employees due to
layoff, department reorganizations or vacancies where the hiring Mangers want to consider
internal or original applicant pool candidates only. All posting waivers must be reviewed by the
Human Resources Manager.

If the hiring department has a vacant position and a qualified candidate or candidates within the
department, the position may be excluded from the County posting requirement. In such
circumstances, the Department Manager must advise the Human Resources Manager of the
waiver request. If approved, the position will be posted as an Intradepartmental Posting
indicating that only candidates within the department will be considered and interested candidates
external to the hiring department need not apply.

If it is determined that a position vacancy will be announced, the announcement will be posted on

the Human Resources Career Opportunities website for a minimum of five (5) business days,
excluding weekends and holidays.
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To ensure fairness for all employees utilizing the job bidding process, no commitment can be
made to a current employee or external applicant prior to the completion of the review and
selection process.

Employees may apply for a vacant position by completing the electronic application form located
on the County website prior to the position vacancy closing deadline. The County will not accept
resumes in lieu of a completed application.

The selected candidate’s supervisor will be notified and a transfer date, if necessary, will be
determined. Any employee not selected for a Job Bid should first discuss the reasons with the
hiring Department Manager or Division Director and if not satisfied, may contact the Human
Resources Manager.
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APPROVED: TOPIC: Administration of Employee Personnel Records
July 21, 2009
Policy Number 244.1 POLICY SECTION: Human Resources

l. PURPOSE

To establish procedures and responsibilities for the maintenance of Employee Personnel Records.

RESPONSIBILITY

The Human Resources Department is responsible for establishing and maintaining an official
personnel file for each Employee of the County.

POLICY

1) Establishment of procedures and responsibilities for the maintenance of personnel records.

a. Access to the personnel files may be allowed if the Manager and/or Department Head

feel access would be helpful, necessary or warranted for administrative purposes.

Department Heads are responsible for the forwarding of documents for inclusion in the
personnel files of those Employees assigned to their department.

Each Employee is responsible for the verification of information contained in the
personnel file through periodic audit. A Human Resources representative must be
present when a file is audited. Only the Human Resources Manager may remove items
from the respective files.

All audit appointments should be with the Human Resources Manager or Human
Resources representative. The purpose of the audit or inspection is to ensure accuracy
and completeness of the file.

Separate personnel files shall not be maintained by individual departments; however,
working files may be utilized by departments.

2) Information to be included in the Employee’s personnel file:

Permanent Documents. Documents retained in the folder throughout the employment
association of an Employee with the County, including:

a.

b.

C.

d.

Employee application

Job description and specification information
Job performance ratings and evaluations
Education / training information
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e. Personnel data card

f. Personnel action forms

Permanent records are maintained during the tenure of the Employee and for five (5) years
after the Employee leaves employment with the County. Pension files are kept for 70 years

in retention after an Employee terminates employment.

Temporary Documents. Documents which have limited retention of three (3) calendar
years or less, unless otherwise provided, include:

a. Administrative correspondence relating to leave/vacation requests.

b. All other administrative documents of limited informational life span.
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APPROVED: TOPIC: Court Ordered Community Service
July 21, 2009

Policy Number 245.1 POLICY SECTION: Human Resources
l. PURPOSE

To establish a policy and procedure for placing individuals ordered by a court to perform
community service activities.

POLICY

The County shall cooperate with the Magistrate Court, Superior Court and Department of
Corrections in providing opportunities for individuals to satisfy their community service hours to
which they were sentenced.

Acceptance and placement will depend on the individual’s background, skills and nature of the
order.

PROCEDURES

Departments may contact the Human Resources Department to advise of projects or assignments
which can be accomplished by those sentenced to perform community service. The Human
Resources Department will keep the courts informed of such projects or assignments.

Those sentenced to community service should be able to complete such projects and assignments
in a relatively short period of time with little supervision, as hours available for such work are
generally for short durations.

The Department Manager / Supervisor shall complete all forms required by the court.

The County shall maintain Workers’ Compensation insurance on all court-appointed volunteers
unless otherwise arranged between the referring agency and the County.

If a volunteer is unable or unwilling to complete the designated assignment, the Department
Manager / Supervisor shall notify the Court.
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Policy Number 246.1 POLICY SECTION: Human Resources

PURPOSE
To establish procedures for the issuance and usage of County employee identification cards.
RESPONSIBILITY

The Human Resources Department is responsible for establishing and maintaining an official
personnel file and for issuing employee identification cards for each Employee of the County.

POLICY

It is the policy of the County to issue Employee identification cards to all regular full-time and
regular part-time employees. Cards may also be issued to temporary service Employees,
volunteers and consultants who may require County identification while working on job sites.
The card contains the following information:

a. Employee name

b. Position

c. Department

d. Employee number

e. Photo

The card should be carried at all times when an Employee is acting in an official capacity. The
card shall be used as identification if requested by a member of the public or another County
Employee. It also provides information should an Employee become injured or incapacitated on

the job.

Unauthorized or inappropriate use of the employee identification card is prohibited and may
result in disciplinary action up to and including suspension or termination of employment.

The Sheriff’s Office shall issue its own department identification card.
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Policy Number 246.1 POLICY SECTION: Human Resources

1. PROCEDURES

Each Employee is responsible for possession of his/her identification card and should take care to
protect it from loss, theft or misuse. It shall be the Employee’s responsibility to ensure accurate
and timely updates of information are contained on the Employee identification card.

Should a card be lost, damaged or destroyed, it should be immediately reported to the Human
Resources Department. All requests for reissuance of Employee identification cards shall be
made by the Employee’s Supervisor or Department Manager to the Human Resources
Department.

All identification cards remain the property of the County and shall be returned to the Human

Resources Department upon termination of employment or by special request by the Employee’s
Division Director or the Human Resources Department.
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COLUMBIA COUNTY

BOARD OF COMMISSIONERS
APPROVED: TOPIC: Visitors in the Workplace
July 21, 2009
Policy Number 247.1 POLICY SECTION: Human Resources

PURPOSE
To establish policies and procedures regarding visitors to County offices and work sites.
. POLICY

To provide for the safety and security of both visitors and Employees and the facilities of
Columbia County, only authorized visitors are permitted beyond office reception areas.
Restricting unauthorized visitors assists the County to maintain safety standards, protects against
theft, assures security of equipment, helps secure confidential information, preserves Employee
welfare and avoids potential disruptions and intrusions.

All visitors should enter County premises at the main entrance of each respective facility or
department. Authorized visitors will receive directions or be escorted to their destination.
Employees are responsible for the conduct and safety of their visitors.

If a visitor is observed in an unauthorized or non-public area of County Facilities, Employees
should immediately notify their Supervisor.
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Policy Number 248.1 POLICY SECTION: Human Resources

. PURPOSE

The Board of Commissioners will maintain effective Employee relations by acknowledging and
recognizing active and retired Employees through an Employee Relations Program. The
Employee Relations Program will be administered and implemented by the Human Resources
Department.

PROCEDURES

Communication of Employee or Retiree Death

1)

2)

3)

4)

The Department Head or immediate Supervisor will notify Human Resources as soon as
practical of an active or retired Employee’s death.

Human Resources will send an email communication to all employees with any available
funeral information.

Employees without email access will receive communication of the notice by his or her
Department Manager or Supervisor.

Human Resources Department Personnel comply with HIPAA Privacy Practices, effective
April 14, 2003 and cannot disclose any employee protected health information.

Cards of Acknowledgement, Recognition, Recovery and Sympathy

1)

2)

The Department Head or immediate Supervisor will notify Human Resources as soon as
practical of (a) an active or retired Employee, the active or retired Employee’s spouse or
immediate children’s hospitalization or death and (b) job-related achievements or other
significant event of an active Employee.

Human Resources will send cards of acknowledgement, recognition, get well or sympathy on
behalf of the Board of Commissioner and Employees.

Flowers or Memorial

1)

2)

The Department Head or immediate Supervisor will notify Human Resources as soon as
practical of an active or retired Employee’s death.

Human Resources will send flowers or memorials on behalf of the Board of Commissioners
and Employees.
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3) A maximum of $75.00 will be disbursed for flowers or a maximum of $75.00 memorial will
be submitted on behalf of the Board of Commissioners, Employees and Citizens of Columbia
County.

4) Additional memorials may be made at the discretion and approval of the Board of
Commissioners.

i SOURCE OF FUNDS

1) Funds to support the Employee Relations Program are budgeted by the Board of
Commission.

2) Expenditures above $75.00 must be approved by the Board of Commissioners.
3) The Board of Commissioners may discontinue support of the program at any time.
(\VA VENDORS

1) Human Resources will utilize services of local competitive floral vendors using alphabetical
rotation.

2) Vendors not offering quality goods and services or competitive price for goods and services
may be eliminated from the vendor list.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Disciplinary Action
July 21, 2009

Policy Number 301.1 POLICY SECTION: Conduct
. PURPOSE

To establish policies and procedures related to disciplinary action for County Employees.
POLICY

It shall be the policy of the County to administer discipline fairly, reasonably and impartially.
Except as set forth in the following sentence, all disciplinary actions involving suspensions
without pay or termination, require concurrence of the Human Resources Manager and approval
by the affected Employee’s Division Director prior to discipline being administered. All such
disciplinary actions against a Division Director, the County Administrator or any other person
who reports directly to the Board of Commissioners must be approved by the Board of
Commissioners.

INVESTIGATION AND DISCIPLINARY ACTION

The tenure of County Employees shall be based on reasonable standards of job performance and
personal and professional conduct. Failure or refusal to meet these standards shall constitute just
cause for disciplinary action including oral or written reprimands, suspensions, demotions and
dismissals.

Disciplinary action is not primarily intended to be punitive, but rather to maintain the efficiency
and integrity of County service. The nature and severity of the offense and the Employee’s prior

record shall be considered.

In any major disciplinary action, the pertinent information shall be reviewed with the Employee
specifying the following:

a) The cause for discipline.

b) The specific reasons supporting the cause.

c) The discipline to be imposed, the effective date and the right of the Employee to be heard.
Employees may be disciplined for behavior detailed in the Conduct Policy Section. The degree
of discipline administered will depend on the severity of the infraction and shall be in accordance
with any applicable rules and regulations, County policies and procedures, as well as local, state
or federal laws and regulations.

It is the responsibility of each supervisor and Division Director to evaluate thoroughly the

circumstances and facts as objectively as possible and then apply the most suitable form of
discipline.
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APPROVED:
July 21, 2009

TOPIC: Disciplinary Action

Policy Number 301.1

POLICY SECTION: Conduct

Investigatory suspension with or without pay may be dependent on the circumstances of the
situation. Immediate removal of an Employee from the job site pending review for suspension or
tentative discharge may be warranted in instances involving significant employee
insubordination, theft, serious illegal or destructive acts while on the job, or other substantial
reasons deemed appropriate by the Division Director or Human Resources Manager.

This suspension gives the supervisor the opportunity to discuss the problem with his or her
superior to determine an appropriate course of action when the situation is serious enough for the
Employee to be removed from the work environment. If after investigation, it is determined that
the Employee was not guilty of any violation, he or she will normally be returned to his or her
position, paid for any lost time and a letter exonerating the Employee will be placed in his or her
official personnel file. If, however, the Employee is found in violation, then the appropriate
disciplinary action will take effect on the date that the investigatory suspension began.

Suspension with pay may be used at the discretion of the Division Director or his or her
designee. An Employee of the County may be suspended with pay and benefits pending
investigation of allegations of misconduct, when the nature of the allegation compromises the
ability of the Employee to perform his or her duties, and when a substantial period of time will be
required to complete an investigation or legal action. Such suspension is not a disciplinary action
and may not be appealed. If the charges are substantiated, disciplinary action will be taken in
accordance with the nature of the offense, and may include recovery of salary and benefits paid
during the suspension. If the charges are unfounded, the Employee will be restored to duty and a
letter of exoneration will be placed in the Employee’s official personnel file.

Types of disciplinary action may include but are not limited to the following:
1) Oral Warning

Oral warnings should be applied to infractions of a relatively minor nature or in situations
where the Employee’s performance needs to be discussed. An oral warning is recommended
to be given in private. Supervisors should inform the Employee that the supervisor is issuing
an oral warning, that the Employee is being given an opportunity to correct the behavior, and
if the behavior is not corrected, the person will be subject to more severe disciplinary action.

a) A notation that an oral warning was given should be placed in the Employee’s personnel
file.

2) Written Warning/Reprimand
A written warning or reprimand will be issued in the event the Employee continues to
disregard an oral warning or if the infraction is severe enough to warrant a written reprimand
in the Employee’s personnel file. Written warnings or reprimands must be issued within ten

(10) days after the occurrence of the violation claimed by the supervisor or within ten (10)
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3)

4)

5)

days after the supervisor learns of such occurrence.

a) The written warning/reprimand shall state the nature of the infraction in sufficient details
to put the Employee on notice of the behavior or condition being complained about and
appropriate corrective action must be taken by the Employee to avoid further disciplinary
action.

b) A copy of the written warning/reprimand is to be handed to the Employee at the time of
the discussion of the discipline. The Employee shall sign the written warning to
acknowledge receipt. A copy, signed by the Employee, will be placed in the Employee’s
personnel file. If the Employee refuses to sign the acknowledgment, the Supervisor and
one other witness shall note on the reprimand that the Employee received a copy thereof
and refused to sign it.

Suspension

A suspension should be administered as a result of a severe infraction of policies or for
repeated violation of rules and regulations. For minor infractions, a suspension is often given
after the Employee has received a written warning or reprimand but has continued to engage
in the complained of behavior. An Employee will be suspended without pay when the offense
is serious enough for immediate discharge but the circumstances related to an Employee’s
overall performance would not warrant immediate discharge. The length of a suspension
should not exceed ten (10) working days; however, circumstances may support a longer
suspension.

Demotion

Demotion may be used in those instances where an Employee has been promoted to a
position where they are unwilling or unable to perform the responsibilities of that position.
Demotion is not to be used as a substitute for dismissal when dismissal is warranted.
Demotion may be used in cases of serious offenses where dismissal may be considered too
severe.

Transfer in Lieu of Termination/Dismissal

A transfer may be implemented in those instances where an Employee has been reprimanded
and in the best interest of the department and or employee, a transfer is the best course of
action.  An Employee may be transferred to another department if there is an
intradepartmental agreement reached between the major Division Directors and there is
adequate work or projects to justify the transfer. A probationary period may be imposed to
evaluate the performance of the employee after the transfer has been enacted. If the
employee does not perform satisfactorily before the end of the probationary period, the
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Division Director may move forward with dismissal of the Employee.

6) Dismissal

A Division Director may dismiss an Employee for multiple or serious offenses. A written
statement setting forth the reason(s) for dismissal and any supporting documentation shall be
sent to the Human Resources Manager for review and a copy placed in the personnel file.

a) Probationary Employees may be terminated at any time without cause and without the
right of appeal. Notification of dismissal in writing shall be provided the Probationary
Employee and a copy filed in his or her personnel file. Dismissals of Probationary
Employees also require the concurrence of the Human Resources Manager.

b) Contractual Employees shall be governed by a separation agreement within the contract.
Iv. EMPLOYEE DISCIPLINARY REPORT
The original copy of the Employee Disciplinary Report is to be signed by the Employee, the
immediate Supervisor and Division Director, sent to the Human Resources Manager for signature
then placed in the Employee’s official personnel file. A copy of the Disciplinary Report should

be given to the Employee. Any refusal to sign a Disciplinary Report form should be witnessed
and noted by the employee immediate supervisor and Department Manager or Division Director.
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AMENDED:
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Policy Number 302.1 POLICY SECTION: Conduct

PURPOSE
To establish standardized Employee grievance procedures.
POLICY

Grievances filed by County Employees, who have the right hereunder to file the same, should
receive prompt consideration and equitable resolution. Wherever possible, grievances should be
resolved or adjusted informally, and both Supervisors and Employees shall be expected to make
every effort to do so. With respect to those grievances which cannot be so resolved, Employees
shall be entitled to process the grievances as hereinafter provided.

These procedures governing the processing of grievances and providing the right of appeal are
established for the purpose of eliminating or correcting justifiable complaints or dissatisfaction;
providing for fair, equitable and expeditious review of grievances without fear, coercion or
discrimination; and providing a systematic and orderly method for resolving complaints and
differences between Employees and supervisory or management personnel.

PROCEDURES
Grievance Resolution

Any Employee in the Career Service having a Regular Employment Position (which does not
include Probationary Employee or any Temporary Employee who has been demoted, suspended,
dismissed, or subjected to any other type of disciplinary action, or who is aggrieved as a result of
the interpretation and application of these policies and procedures, or who has been subjected to
any alleged discriminatory action) shall have the right to utilize the grievance and appeal
procedure hereinafter set forth. Board of Commissioner approved Division or Department
Restructuring, Position Transfers or Reclassifications without adverse action, Probationary
Employees, Temporary Employees and Contractual Employees shall not have the right to utilize
the grievance and appeal procedure herein set forth.

The aggrieved Regular Employee should make attempts to seek voluntary resolution by meeting
first with his/her immediate supervisor; if not resolved, then meet with his/her Department
Manager; if not resolved, then meet with his/her Division Director or Department Head. If the
Employee still does not believe he/she has achieved a resolution, then he/she should proceed with
the following steps:
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1) An aggrieved Regular Employee must meet with his/her Division Director or Department

2)

3)

4)

5)

6)

7)

Head and the Human Resources Manager within ten (10) working days of the occurrence.
Such discussion shall be held within ten (10) working days after the occurrence or within ten
(10) working days after the Employee becomes aware of the occurrence. The Human
Resources Manager will advise the County Administrator of the aggrieved employee request.

The Department Head shall render a decision on the matter within ten (10) working days after
the grievance has been discussed. If the Department Head is the subject of the complaint, the
function of the Department Head as set forth in these procedures shall be performed by the
County Administrator.

Should the Regular Employee not be satisfied with the decision of the Department Head, the
Employee shall within ten (10) working days file a written Request for Appeal with the
Human Resources Manager, setting forth the reasons for the request. This action will initiate
the Human Resources Manager investigation.

The Human Resources Manager shall make appropriate inquiries and conduct an
investigation with witnesses, consider all facts surrounding the action and make every effort
to resolve the grievance to the satisfaction of the Department Head and the Regular
Employee.

The Human Resources Manager will discuss the investigatory findings with the Department
Head and the County Administrator within ten (10) working days.

The Department Head will finalize his/her decision within ten (10) days and provide his/her
decision in writing to the aggrieved Employee, the Human Resources Manager, and the
County Administrator.

If the Employee is not satisfied with the final decision of the Department Head, the Regular
Employee may appeal the decision to the Civil Service Commission by attaching a copy of
the original Request for Appeal to a letter stating he/she is not satisfied with the decision of
the Department Head. The written statement should include all the facts and information
relating to the request to file a Grievance to the Civil Service Commission that was not
included with the original Request for Appeal and any written responses of the Department
Head or the Human Resources Manager. If the Regular Employee does not request an appeal
to the Civil Service Commission within twenty (20) working days after the Regular
Employee has the right to request such an appeal, the Employee will be deemed to have
elected not to appeal and to have accepted the action or recommendation made and no further
proceedings shall be taken with regard to the grievance.
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8) The Civil Service Commission shall, within fifteen (15) working days after the receipt by the

9

Human Resources Manager of the Employee request to file a Grievance, hold a hearing and
consider the action complained of in the grievance.

a) Whenever possible, the hearing shall be scheduled during normal working hours and
Employees, Supervisors and their representatives and witnesses shall have the right to
appear before the Civil Service Commission for the purpose of presenting facts,
information and relevant evidence. The hearing shall be open to the public and held in
accordance with Section 50-14-2 Official Code of Georgia Annotated; provided that
discussions or deliberations concerning disciplinary action, dismissal, or other matters as
provided in Section 50-14-3 (6) may take place in executive session.

b) The hearing before the Civil Service Commission shall be held in accordance with
Section 2-368 of the Code of Ordinances of Columbia County. Any member of the Civil
Service Commission shall have the power to administer oaths and call witnesses and may
compel the production of relevant books, records and documents.

c) A copy of the decision of the Civil Service Commission shall be given to the affected
Regular Employee or his/her Legal Counsel, the Department Head, the Human Resources
Manager, the County Administrator, the Board of Commissioners and the County
Attorney within three (3) working days following the completion of the hearing. The
most efficient method of delivery will be utilized to inform each party as expeditiously as
possible the decision of the Civil Service Commission. A copy of the decision may be
sent through standard and certified mail to the grievant personal mail address on file with
the County. In rendering its decision the Civil Service Commission may not make any
monetary awards to the Regular Employee.

Should the Regular Employee still be aggrieved after a decision has been rendered by the
Civil Service Commission, such Employee may appeal to the Board of Commissioners of
Columbia County by requesting such appeal in writing within ten (10) working days
following the decision of the Civil Service Commission. If the Regular Employee does not
request such appeal to the Board of Commissioners within said ten (10) working days, the
Regular Employee will be deemed to have elected not to appeal and the decision of the Civil
Service Commission will become final. Such hearing before the Board of Commissioners of
Columbia County shall be held on a date to be set by the Board of Commissioners which
shall be not less than ten (10) or more than thirty (30) days following the filing of the appeal.
The appeal to the Board of Commissioners shall be conducted as set forth in Section 2-3680f
the Code of Ordinances of Columbia County. The decision of the Board of Commissioners
of Columbia County shall be final. The most efficient method of delivery will be utilized to
inform each party as expeditiously as possible the decision of the Board of Commissioners.
A copy of the decision may be sent through standard and certified mail to the grievant
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personal mail address on file with the County.

10) The failure of Supervisory Employees or officials to follow the steps outlined above shall
result in conferring upon the Regular Employee the right to proceed to the next step in the
grievance procedure. The failure of the Regular Employee to follow the steps outlined above
may result in the dismissal of the grievance at any step.

11) If the Civil Service Commission rules in favor of the Employee, the Department Head may
appeal such decision to the Board of Commissioners following the same procedures as set
forth in (9) above for the Regular Employee to appeal to the Board of Commissioners. The
appeal to the Board of Commissioners shall be conducted as set forth in Section 2-368 of the
Code of Ordinances of Columbia County. The Board of Commissioners’ decision shall be
final.

12) No punitive, discriminatory or adverse action shall be taken against any Regular Employee
for filing a grievance or an appeal.
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APPROVED: TOPIC: Conflicts of Interest
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Policy Number 303.1 POLICY SECTION: Conduct
l. PURPOSE

The purpose of this Policy is to establish guidelines for ethical standards of conduct that shall
govern County Employees in the performance of County business and the duties of their
respective jobs. This Policy is intended to provide positive direction to County Employees in
order to prevent potential conflicts of interest.

This Policy is not all-encompassing in its definition of conflict of interest. The "prudent man"
theory can and will be applied; action deemed inappropriate by a reasonable person, whether
specifically cited in this policy or not, will be subject to inquiry and discipline if found to be
inappropriate.

DEFINITIONS

1) Interest. Interest is any direct or indirect monetary or material benefit accruing to a County
Employee or a member of a County Employee’s family as a result of a Contract or
transaction which is or may be the subject of an official act or action by or with the County
(except for such transactions which would confer similar benefits to all other persons and/or
property similarly situated).

2) Family. For purposes of this Policy, family includes spouse, child, parent, parent-in-law,
brother, sister, grandparent, brother-in-law, sister-in-law, son-in-law, daughter-in-law,
grandchildren and other persons residing in the Employee's residence who are financially
dependent upon the Employee.

3) Contract. Contract shall include any contact or agreement, sale, lease, purchase or a purchase
order.

POLICY
1) Conflicts of Interest

No County Employee shall engage in any act which is in conflict or creates an appearance of

impropriety or a conflict with the performance of duties by the Employee for the County or

the interests of the County in a particular matter or transaction. An Employee shall be
deemed to have a conflict if:

a) The Employee has any financial interest in any property or services to be acquired by the
County that is not disclosed to the Board of Commissioners immediately after the
Employee becomes aware of the situation. In such situation, the Employee shall not seek
to influence any decisions by the County relative to such transactions.

b) Solicits, accepts or seeks a gift, gratuity or favor from any person, firm or corporation
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d)

9)

involved in a contract or transaction which is or may be the subject of official action by
the County.

Recognizing that personal friendships often precede and can evolve from official contact
between Employees and persons engaged in business with the County, reasonable
exceptions to this section are permitted for those occasions which are social in nature and
are not predicated on the Employee's ability to influence directly or indirectly any matter
before the County. The Employee will be guided in interpretation of this section by the
distinction between a gift, gratuity or favor given or received which has significant
monetary value and is offered or accepted in expectation of preferential treatment and an
expression of courtesy.

Examples of acceptable courtesies include a meal or social event; exchanges of floral
offerings or gifts of food to commemorate events such as illness, death, birth, holidays or
promotions; a sample or promotional gift of nominal value.

Participates in his/her capacity as a County Employee in the issuing of a purchase order
or contract in which he/she has a private pecuniary interest, direct or indirect, or performs
in regard to such contract some function breeching the exercise of discretion on behalf of
the County.

Engages in, accepts employment from, or renders services for private interests for any
compensation or consideration having monetary value when employment or service is
incompatible with the proper discharge of official duties or would tend to impair
independence of judgment or action in performance of official duties or give the
appearance of the above.

An Employee should not make a unilateral decision if there is any doubt about his/her
private employment and should first consult with his/her Department Head, the Human
Resources Manager or the County Administrator.

Except for courtesies as provided in item "b" above, no Employee shall directly or
indirectly, give or receive, or agree to receive any compensation, gift, reward,
commission or gratuity from any source except the County for any matter directly
connected with or related to his/her services as such Employee with this County.

Discloses or uses without authorization confidential information concerning property or
affairs of the County to advance a private interest with respect to any contract or
transaction which is or may be the subject of official action of the County.

Gives a financial interest or personal interest in any legislation coming before the County
Commission and participates in discussion with or gives an official opinion to the County
unless the Employee discloses on the record of the Commission the nature and extent of
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2)

3)

such interest.
Use of Public Property

No Employee of the County shall use or permit the use of County-owned vehicles, clothing,
equipment, materials or other property for unauthorized personal convenience, for profit, for
private use or as part of secondary employment. Use of such County property is to be
restricted to such services as are available to the County and for the conduct of official
County business.

Authorized personal uses include taking an assigned County vehicle to lunch on workdays,
use of a County copy machine at cost, stopping to run personal errands when the destination
point is in conjunction with official or authorized business and other nominal personal uses as
permitted by the appropriate Manager.

Discipline

Any Employee who is found to abuse authorized privileges or to be in violation of this policy
is subject to disciplinary action up to and including termination from employment.

PROCEDURES

1)

2)

Interpretation

To the extent this Policy conflicts with the provisions of Article V, Section 2 of the Code of
Ordinances of Columbia County, the Code of Ordinances shall control and shall be referred
to the County Administrator for interpretation. Provided, however, it is recognized that said
Section 2 of the Code of Ordinances does not apply to all Employees of Columbia County.

Investigation

The County Administrator shall investigate, or cause to be investigated, all suspicions,
allegations and written complaints of behavior that suggests violations of this Policy.

a) Complaints that are considered by the County Administrator to be serious may be
referred to an Ethics Panel, composed of County Employees appointed by the County
Administrator.

b) An Ethics Panel, when constituted, shall investigate and hear the complaint and
recommend to the county Administrator any action deemed appropriate.

c) Complaints or allegations that may be criminal in nature may be referred to an
appropriate outside agency for investigation.
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l. PURPOSE

To establish a policy and procedure for reporting contributions and honorariums.
. POLICY

Speeches and presentations that are related to County services delivered by County Employees to
community and professional organizations are made without charge. If an organization wishes to
give an honorarium or contribution for such a presentation, the remuneration must be made to the
County, not to the individual Employee.

An honorarium or contribution for a speech or other presentation made by a County Employee to
a group outside the County, either during working time or for which the County provided travel
expenses, will also be made to the County.

Such contributions and honorariums shall be turned over to the Finance Department for
disposition.
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POLICY

The Columbia County Board of Commissioners is dedicated to providing safe, dependable,
economical transportation services to our transit system passengers. Transit system employees
are our most valuable resource and it is our goal to provide a healthy, satisfying working
environment that promotes personal opportunities for growth. In meeting these goals, it is our
policy to (1) assure that employees are not impaired in their ability to perform assigned duties in a
safe, productive, and healthy manner; (2) create a workplace environment free from the adverse
effects of drug abuse and alcohol misuse; (3) prohibit the unlawful manufacture, distribution,
dispensing, possession or use of controlled substances; and (4) encourage employees to seek
professional assistance anytime personal problems, including alcohol or drug dependency,
adversely affect their ability to perform their assigned duties.

PURPOSE

The purpose of this policy is to assure worker fitness for duty and to protect our employees,
passengers and the public from the risks posed by the misuse of alcohol and use of prohibited
drugs. This policy is also intended to comply with all applicable federal regulations governing
workplace anti-drug and alcohol programs in the transit industry. The Federal Transit
Administration (FTA) of the U.S. Department of Transportation has published 49 Code of
Regulations (CFR) Part 655 as amended, that mandate urine drug testing and breath alcohol
testing for safety-sensitive positions and prohibits performance of safety-sensitive functions when
there is a positive test result. The U.S. Department of Transportation (DOT) has also published
49 CFR Part 40, as amended, that sets standards for the collection and testing of urine and breath
specimens. In addition, the Federal government published 49 CFR Part 29, “The Drug-Free
Workplace Act of 1988,” which requires the establishment of drug-free workplace policies and
the reporting of certain drug-related offenses to the FTA. This policy incorporates those
requirements for safety-sensitive employees and others when so noted.

COVERED EMPLOYEES

This policy applies to all safety sensitive employees and contractors when they are on transit
property or when performing any transit-related safety-sensitive or non-safety sensitive business.

This policy applies to off-site lunch periods or breaks when an employee is scheduled to return to
work. Visitors, vendors and contractor employees are governed by this policy while on transit
premises and will not be permitted to conduct transit business if found to be in violation of this
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policy. This policy shall be distributed to all employees in safety-sensitive positions. Adherence
to this policy and its provisions are a condition of employment in a safety sensitive position per
49 CFR Part 655.

Safety-sensitive employees and applicants for safety-sensitive positions covered by this policy
include those who:

1. Operate a revenue service vehicle, including when not in revenue service.

Operate a non-revenue service vehicle when such is required to be operated by a holder of a
commercial driver’s license.

Control the movement/dispatch of a revenue service vehicle.

Perform maintenance on a revenue service vehicle or equipment used in a revenue service.
Carry a firearm for security purposes.

Perform any of the above safety-sensitive functions in a supervisory or training role.

N

SR

A safety-sensitive function is any duty related to the safe operation of mass transit service
including the operation of a revenue service vehicle (whether or not the vehicle is in revenue
service), dispatch, maintenance of a revenue service vehicle or equipment used in revenue
service, security personnel who carry firearms, and any other employee who holds a Commercial
Driver's License. Maintenance functions include the repair, overhaul, and rebuild of engines,
vehicles and/or equipment. A list of safety-sensitive positions performing one or more of the
above-mentioned duties follows in Attachment A.

PROHIBITED SUBSTANCES

1) Illegally Used Controlled Substances or Drugs

The use of any illegal drug or any substance identified in Schedules I through V of Section 202 of
the Controlled Substance Act (21 U.S.C. 812), as further defined by 21 CFR 1300.11 through
1300.15, is prohibited at all times unless a legal prescription has been written for the substance.
This includes, but is not limited to marijuana, amphetamines (including methamphetamines and
ecstasy), opiates (including heroin), phencyclidine (PCP), and cocaine, as well as any drug not
approved for medical use by the U.S. Drug Enforcement Administration or the U.S. Food and
Drug Administration. Illegal use includes use of any illegal drug, misuse of legally prescribed
drugs, and use of illegally obtained prescription drugs. Also, the medical use of marijuana or the
use of hemp related products, which cause drug or drug metabolites to be present in the body
above the minimum thresholds, is a violation of this policy.
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VI.

2) Alcohol

The use of beverages containing alcohol or substances including any medication, mouthwash,
food, candy, or any other substance such that alcohol is present in the body while performing
safety-sensitive job functions is prohibited. An alcohol test can be performed on a covered
employee just before, during, or just after the performance of safety-sensitive job functions or
under the sole authority of Columbia County any time a covered employee is on duty.

LEGAL PRESCRIPTIONS AND OVER THE COUNTER MEDICATIONS

Columbia County encourages employees to inform their prescribing physician of the safety-
sensitive job functions that they perform in order to ensure that appropriate medications are
prescribed. The appropriate use of legally prescribed drugs and non-prescription medications is
not prohibited. However, the use of any substance which carries a warning label that indicates
that mental functioning, motor skills, or judgment may be adversely affected must be reported to
supervisory personnel and medical advice and written authorization from the attending physician
must be sought by the employee, as appropriate, before performing safety-sensitive duties.

A legally prescribed drug means that an individual has a prescription or other written approval
from a physician for the use of a drug in the course of medical treatment. It must include the
patient's name, the name of the substance, quantity/amount to be taken, and the period of
authorization. The misuse or abuse of legal drugs while performing transit business is prohibited
and this includes the use of medication that is prescribed to another individual as well as illegally
obtained prescription drugs. Also the use of medical marijuana and hemp products, which
present levels of drugs or drug metabolites above the DOT minimum thresholds, is considered a
violation of this policy.

PROHIBITED CONDUCT

1) Manufacture, Trafficking, Possession and Use

Safety-sensitive employees are prohibited from reporting for duty or remaining on duty when
there is a quantifiable presence of a prohibited drug in the body above the minimum thresholds
defined in 49 CFR Part 40, as amended, or for engaging in the unlawful manufacture,
distribution, dispensing, possession or use of prohibited substances on transit authority premises,
in transit vehicles, in uniform or while on transit authority business. Employees who violate this
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provision will be subject to immediate termination of employment. Law enforcement shall be
notified where criminal activity is suspected.

2) Intoxication / Under the Influence

Any safety-sensitive employee who is reasonably suspected of being intoxicated, impaired, under
the influence of a prohibited substance or not fit for duty shall be suspended from job duties
pending an investigation and verification of condition. Employees found to be under the
influence of a prohibited substance or who fail to pass a drug or alcohol test shall be removed
from duty and employment terminated. A drug or alcohol test is considered positive and
constitutes failure of the test if the individual is found to have a quantifiable presence of a
prohibited substance in the body above the minimum thresholds defined in 49 CFR Part 40, as
amended.

3) Alcohol and Drug Use

No safety-sensitive employee should report for duty or remain on duty when his/her ability to
perform assigned safety-sensitive functions is adversely affected by alcohol or when his/her
breath alcohol concentration is 0.02 or greater.

No safety-sensitive employee shall use alcohol, while on duty, in uniform, while performing
safety-sensitive functions or just before or just after performing a safety-sensitive function. No
safety-sensitive employee shall use alcohol within four (4) hours of reporting for duty or during
the hours that they are on call.

If an on-call employee has consumed alcohol, they must acknowledge the use of alcohol at the
time that they are called to report for duty. The covered employee will subsequently be relieved
of his/her on-call responsibilities and will be subject to discipline for not fulfilling his/her on-call
responsibilities.

No covered employee shall consume alcohol for eight (8) hours following involvement in an
accident or until he/she submits to the post-accident drug/alcohol test, whichever occurs first.

All safety-sensitive employees are prohibited from reporting for duty or remaining on duty any
time there is a quantifiable presence of a prohibited substance in the body above the minimum
thresholds defined in 49 CFR Part 40, as amended. Violation of these provisions is prohibited
and will result in termination of employment.

Page 4 of 31



COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED:

July 21, 2009
AMENDED:
September 20, 2011
November 15, 2011
May 12, 2012
January 15, 2013
August 18, 2015

TOPIC: Department of Transportation / Fitness for Duty /
Drug and Alcohol Testing Program

Policy Number 305.1

POLICY SECTION: Conduct

4) Employee Protections and Compliance with Testing Requirements

The procedures that will be used to test for the presence of prohibited substances or misuse of
alcohol shall be such that they protect the employee’s privacy, the validity of the testing process
and the confidentiality of the test results.

All safety-sensitive employees will be subject to urine drug testing and breath alcohol testing as a
condition of employment. All urine specimen collections and alcohol breath testing, analysis and
reporting of results shall be in accordance with 49 CFR Part 40, as amended.

Drug and alcohol testing shall be conducted in a manner that will ensure the highest degree of
accuracy of reliability using techniques, equipment, and laboratory facilities which have been
approved by the US Department of Health and Human Services (HHS). A drug test can be
performed any time a covered employee is on duty. An alcohol test can be performed just before,
during, or immediately after the performance of a safety-sensitive job functions.

All covered employees will be subject to urine drug testing and breath alcohol testing as a
condition of ongoing employment. Any safety-sensitive employee who refuses to comply with a
request for testing shall be removed from duty and employment terminated.

Alcohol initial screening tests will be conducted using a National Highway Traffic Safety
Administration (N HTSA) approved Evidential Breath Testing Device (EBT) or non-evidential
alcohol screening device that has been approved by NHTSA. If the initial test indicates an
alcohol concentration of 0.02 or greater, a second test will be performed to confirm the results of
the initial test. Confirmatory tests for alcohol concentration will be conducted utilizing a NHTSA
approved EBT.

The confirmatory test will be conducted at least fifteen (15) minutes after the completion of the
initial test. The confirmatory test will be performed using a NHTSA approved EBT operated by a
trained Breath Alcohol Technician (BAT). The EBT will identify each test by a unique
sequential identification number. This number, time and unit identifier will be proved on each
EBT printout. The EBT printout, along with an approved alcohol testing form will be used to
document the test, the subsequent results, and to attribute the test to the correct employee. The
test will be performed in a private, confidential manner as prescribed to protect the employee and
to maintain the integrity of the alcohol testing procedures and validity of the test result.
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After the identity of the donor is checked using picture identification, a urine specimen will be
collected using the split specimen collection method described in 49 CFR Part 40, as amended.
Each specimen will be accompanied by a DOT Chain of Custody and Control Form and
identified using a unique identification number that attributes the specimen to the correct
individual. The specimen analysis will be conducted at a HHS Certified Laboratory. An initial
drug screen and validity test will be conducted on the primary urine specimen. For those
specimens that are not negative, a confirmatory Gas Chromatography/Mass Spectrometry
(GC/MS) test will be performed. The test will be considered positive if the amounts of the
drug(s) and/or its metabolites identified by the GC/MS test are above the minimum thresholds
established in 49 CFR Part 40, as amended.

The test results from the HHS certified laboratory will be reported to a Medical Review Officer
(MRO). The MRO is a licensed physician with detailed knowledge of substance abuse disorders
and drug testing. The MRO will review the test results to ensure the scientific validity of the test
and to determine whether there is a legitimate medical explanation for a confirmed positive,
substitute or adulterated test result. If no legitimate medical explanation is found, the test will be
verified positive or refusal to test and reported to the County Drug and Alcohol Program Manager
(DAPM). If a legitimate explanation is found, the MRO will report the test result as negative to
the DAPM and no further action will be taken.

If the test is invalid without a medical explanation, a retest will be conducted under direct
observation.

a) Except as required by law or expressly authorized in this section, Columbia County shall not
release employee information that is contained in records maintained per 49 CFR section
655.73, as amended.

b) An employee, may, upon written request, obtain copies of any records pertaining to the
employee’s use of alcohol or controlled substances, including any records pertaining to his
or her alcohol or controlled substances tests.

c) The County shall release information regarding an employee’s records as directed, by the
specific written consent of the employee authorizing release of the information to an
identified person. Release of such information is permitted only in accordance with the
terms of the employee’s consent.

d) Records pertaining to a Substance Abuse Professional’s evaluation, treatment and follow up
testing results shall be made available to a subsequent DOT employer upon receipt of
written consent from an employee.
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5) Employee Refusal or Falsification of Test

Any safety-sensitive employee who refuses to comply with a request for testing shall be removed
from duty and employment terminated. Any safety-sensitive employee who is suspected of
providing false information in connection with a test or who is suspected of falsifying test results
through tampering, contamination, adulteration or substitution will be required to undergo an

observed collection.  Verification of falsifying test results will result in termination of

employment.

The following are also considered a refusal to test if the employee:

o Fails to appear for any test within a reasonable time, as determined by the employer, after

being directed to do so by the employer;
Fails to remain at the testing site until the testing process is complete;

Fails to provide a urine or breath specimen for any drug test required by Columbia County,
Georgia or DOT agency regulations;

In the case of a directly observed or monitored collection in a drug test, fails to permit the
observation or monitoring of your provision of a specimen;

Fails to provide a sufficient amount of urine or breath when directed, and it has been
determined, through a required medical evaluation, that there was no adequate medical
explanation for the failure;

Fails or declines to take a second test the employer or collector has directed the employee to
take;

Fails to sign the certification at Step 2 of the alcohol testing form;

Fails to undergo a medical examination or evaluation, as directed by the Medical Review
Officer (MRO) as part of the verification process, or as directed by the Designated Employer
Representative (DER) as part of the “shy bladder" or “shy lung” procedures;

Fails to cooperate with any part of the testing process (e.g., refuse to empty pockets when so
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directed by the collector, behave in a confrontational way that disrupts the collection process);

o For an observed collection, fails to follow the observer’s instructions to raise clothing above
the waist, lower clothing and underpants, and to turn around to permit the observer to
determine if there are any prosthetic or other devices that could be used to interfere with the
collection process;

e Possesses or wears a prosthetic or other device that could be used to interfere with the
collection process

o Admits to the collector or MRO that the specimen has been adulterated or substituted,

e The employee provides an insufficient volume of urine specimen without a valid medical
explanation. The medical evaluation shall take place within five (5) days of the initial test
attempt; or

e The MRO reports that there is verified adulterated or substituted test result.

Drug tests can be performed any time a safety-sensitive employee is on duty. An alcohol test can
be performed when the safety-sensitive employee is actually performing a safety-sensitive duty,
just before, or just after the performance of a safety-sensitive duty.

6) Treatment Requirements under the sole authority of Columbia County

All employees are encouraged to inform his/her supervisor or department head of alcohol misuse
or illegal drug use problems prior to being subjected to random or reasonable suspicion testing.
In addition, employees are encouraged to make use of the Employee Assistance Program (EAP)
for treatment for alcohol misuse and illegal drug use problems prior to being subjected to random
or reasonable suspicion testing. Employees who fail to come forward acknowledging substance
abuse or alcohol misuse problems prior to being subjected to random or reasonable suspicion
testing, will be subject to disciplinary action, to include suspension or termination of

employment.

Employees who come forward acknowledging substance abuse or alcohol misuse problems, may,
under certain circumstances, be required to undergo treatment for substance abuse or alcohol
misuse. Any employee who refuses or fails to comply with requirements for treatment, after care,
or return to duty shall be subject to termination.

Page 8 of 31




COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Department of Transportation / Fitness for Duty /
July 21, 2009 Drug and Alcohol Testing Program
AMENDED:

September 20, 2011
November 15, 2011
May 12, 2012
January 15, 2013
August 18, 2015

Policy Number 305.1 POLICY SECTION: Conduct

VILI.

The cost of any treatment or rehabilitation services will be paid directly by the employee or the
insurance provider. Employees will be allowed to take accumulated leave or leave without pay if
no leave is available to participate in the prescribed rehabilitation program.

7) Criminal Drug Conviction Notification

It is a violation of this policy for any employee to fail to immediately notify the supervisor or
department head of any criminal drug arrest or conviction, or a finding of guilt whether or not
adjudication is upheld, or the entry into a diversionary program in lieu of prosecution.
Employees violating this policy shall be immediately removed from safety sensitive duties.
Failure to comply with this provision shall result in termination of employment.

TESTING PROCEDURES

Analytical urine drug testing and breath testing for alcohol may be conducted when
circumstances warrant, as set forth below, or as required by federal regulations and coordinated
by the Program Manager. All safety-sensitive employees shall be subject to drug testing and/or
alcohol testing prior to employment, for reasonable suspicion, and following an accident as
defined in this policy. Safety-sensitive employees, who have acknowledged drug or alcohol
problems prior to being tested and who have completed the Substance Abuse Professional's
recommended treatment program and subsequent release to duty, will be tested prior to returning
to duty. Follow-up testing will also be conducted following return to duty for a period of one to
five years, with at least six tests performed during the first year.

Employees who perform safety-sensitive functions as defined in this policy shall also be subject
to testing on a random, unannounced basis.

Drug and/or breath alcohol testing shall be conducted in a manner to assure a high degree of
accuracy and reliability and using techniques, equipment, and laboratory facilities which have
been approved by the U.S. Department of Health and Human Service (DHHS). All testing will
be conducted consistent with the procedures put forth in 49 CFR Part 40, as amended. The
procedures will be performed in a private, confidential manner and every effort will be made to
protect the employee, the integrity of the drug and/or breath alcohol testing procedure, and the
validity of the test result.
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The drugs that will be tested for include marijuana, cocaine, opiates (including heroin), amphetamines
(including methamphetamine and ecstasy), and phencyclidine. After the identity of the donor is checked
using picture identification, a urine specimen will be collected using the split specimen collection method
described in 49 CFR Part 40. Each specimen will be accompanied by a DOT Chain of Custody and
Control Form and identified using a unique identification number that attributes the specimen to the
correct individual. The specimen analysis will be conducted at a HHS certified laboratory. An initial
drug screen and validity test will be conducted on the primary urine specimen. For those specimens that
are not negative, appear to be substitute or adulterated, a confirmatory Gas Chromatography/Mass
Spectrometry (GC/MS) test will be performed. The test will be considered positive if the amounts of the
drug(s) and its metabolites identified by the GC/MS test are above the minimum thresholds established in
49 CFR Part 40, as amended. Exhibit A lists the minimum thresholds established for each drug and/or its
metabolites.

The test results from the HHS certified laboratory will be reported to a Medical Review Officer. A
Medical Review Officer (MRO) is a licensed physician with detailed knowledge of substance abuse
disorders and drug testing. The MRO will review the test results to ensure the scientific validity of the
test and to determine whether there is a legitimate medical explanation for a confirmed positive test result,
substitution or adulteration. The MRO will contact the employee, notify the employee of the positive,
substitute, or adulterated laboratory result, and provide the employee with an opportunity to explain the
confirmed test result. The MRO will subsequently review the employee’s medical history/medical
records to determine whether there is a legitimate medical explanation for a positive, substitute or
adulterated non-negative laboratory result. If no legitimate medical explanation is found, the test will be
verified positive, substitute, adulterated, or refusal to test, and reported to the DAPM. If a legitimate
explanation is found, the MRO will report the test result as negative to the DAPM and no further action
will be taken. If the test is invalid without a medical explanation, a retest will be conducted under direct
observation.

The split specimen will be stored at the initial laboratory until the analysis of the primary specimen is
completed. If the primary specimen is negative, the split will be discarded. If the primary is positive, the
split will be retained for testing if so requested by the employee through the MRO. In instances where
there is a reason to believe an employee is abusing a substance other that the drugs listed above,
Columbia County, Georgia reserves the right to test for additional drugs using standard laboratory testing
protocols. Except as required by law or expressly authorized in this section, Columbia County shall not
release employee information that is contained in records maintained per 49 CFR section 655.73, as
amended.

An employee, may, upon written request, obtain copies of any records pertaining to the employee’s use of
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alcohol or controlled substances, including any records pertaining to his or her alcohol or controlled
substances tests.

The County shall release information regarding an employee’s records as directed, by the specific written
consent of the employee authorizing release of the information to an identified person. Release of
substance information is permitted only in accordance with the terms of the employee’s consent.

Records pertaining to a Substance Abuse Professional’s evaluation, treatment and follow up testing
results shall be made available to a subsequent DOT employer upon receipt of written consent from an
employee.

Observed Urine Drug Collections

1) Consistent with 49 CFR part 40, collection under direct observation (by a person of the same
gender) with no advance notice will occur if:

a) The laboratory reports to the MRO that a specimen is invalid, and the MRO reports to the
Program Manager that there was not an adequate medical explanation for the result; or

b) The MRO reports to the Program Manager that the original positive, adulterated or
substituted test result had to be canceled because the test of the split specimen could not
be performed.

c) The Program Manager may direct a collection under direct observation of a safety-
sensitive employee if the drug test is a return-to-duty test or a follow-up test.

d) The collector must immediately conduct a collection under direct observation if:
(1) They are directed by the Program Manager to do so;

(2) The collector observes materials brought to the collection site or the employee's
conduct clearly indicates an attempt to tamper with a specimen;

(3) The temperature on the original specimen was out of temperature range; or,

(4) The original specimen appeared to have been tampered with, or
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(5) The laboratory reported to the MRO that the original specimen was negative-dilute
with a creatine concentration greater than or equal to 2 mg/dL but less than or equal
to 5 mg/dL and the MRO reported the original specimen as negative-dilute and that a
second collection must take place under direct supervision.

Alcohol Use and Breath Alcohol Testing

No safety-sensitive employee shall report for duty or remain on duty requiring the performance of
safety-sensitive functions while having an alcohol concentration of 0.02 or greater. If there is
actual knowledge that an employee may be under the influence of alcohol while performing
safety sensitive functions, the employee shall not be permitted to perform or continue to perform
work pending a reasonable suspicion interview being conducted. No safety-sensitive employee
shall use alcohol within four (4) hours prior to performing a safety-sensitive function or during
the hours that they are o call or standby for duty. No safety-sensitive employee shall use alcohol
within eight (8) hours following an accident or until the employee undergoes a post-accident test,
whichever occurs first.

Tests for breath alcohol concentration will be conducted utilizing an approved Evidential Breath
Testing (EBT) or non-evidential alcohol screening device that has been approved by the National
Highway Traffic Safety Administration (NHTSA) operated by a trained Breath Alcohol
Technician (BAT). If the initial test indicates an alcohol concentration of 0.02 or greater, a
second test will be performed to confirm the results of the initial test.

Confirmatory tests for alcohol concentration will be conducted at least fifteen (15) minutes after
the completion of the initial test utilizing a NHTSA approved evidential breath testing device
(EBT) operated by a trained breath alcohol technician (BAT).

The EBT will identify each test by a unique sequential identification number. This number, time,
and unit identifier will be provided on each EBT printout. The EBT printout along with an
approved alcohol testing form will be used to document the test, the subsequent results and to
attribute the test to the correct employee. The test will be performed in a private, confidential
manner as required by 49 CFR Part 40, as amended. The procedure will be followed, as
prescribed, to protect the employee and to maintain the integrity of the alcohol testing procedures
and validity of the test result.

A safety-sensitive employee who has a confirmed alcohol concentration of greater than 0.02 but
less than 0.04 will be removed from his/her position for eight (8) hours unless a retest conducted
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with a result less than 0.02 can be obtained. An alcohol concentration of 0.04 or greater will be
considered a positive alcohol test and in violation of this policy and a violation of the
requirements set forth in 49 CFR Part 655 for safety-sensitive employees.

Any safety-sensitive employee that has a confirmed positive drug or alcohol test will be removed
from his/her position, informed of available educational and rehabilitation programs, and referred
to a Substance Abuse Professional (SAP) for assessment. A positive drug and/or alcohol test will
result in termination of employment.

Employee Requested Split Specimen Testing

Any safety-sensitive employee who questions the results of a required drug test may request that
the split sample be tested. This test must be conducted at a different HHS certified laboratory
than that which conducted testing on the primary specimen. The test must be conducted on the
split sample that was provided by the employee at the same time as the original sample. The split-
sample test will occur regardless of up-front payment; however, the County reserves the right to
be reimbursed by the employee. The method of collecting, storing, and testing the split sample
will be consistent with the procedures set forth in 49 CFR Part 40, as amended. The employee's
request for a split sample test must be made to the Medical Review Officer within 72 hours of
notice of the original sample verified test result. Requests after seventy-two (72) hours will only
be accepted if the delay was due to documented facts that were beyond the control of the
employee.

Pre-Employment Background Checks and Testing

In compliance with 49 CFR Part 40, 25, Columbia County will make a good faith effort to obtain
drug and alcohol testing records from prior DOT covered employer(s) for the previous two years
for all applicants seeking safety-sensitive positions and all current employees transferring into a
safety-sensitive position. Each applicant for a safety-sensitive position will complete a written
consent that allows the release of drug and alcohol testing information from previous DOT
covered employers to the County. An applicant who refuses to provide written consent will not
be permitted to perform safety-sensitive functions for the County.

Page 13 of 31



COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED:

July 21, 2009
AMENDED:
September 20, 2011
November 15, 2011
May 12, 2012
January 15, 2013
August 18, 2015

TOPIC: Department of Transportation / Fitness for Duty /
Drug and Alcohol Testing Program

Policy Number 305.1

POLICY SECTION: Conduct

All offers of employment for covered positions shall be extended conditional upon the applicant
passing a drug test. An applicant will not be allowed to perform safety-sensitive functions unless
the applicant takes a drug test with verified negative results. All safety-sensitive position
applicants shall undergo urine drug testing prior to hire or transfer into a safety-sensitive position.

A non-covered employee shall not be placed, transferred or promoted into a covered position
until the employee takes a drug test with verified negative results. Receipt by the transit system of
a negative drug test result is required prior to employment. A cancelled test will require an
applicant to undergo a subsequent pre-employment urine drug test.

Applicants are required to report previous DOT covered employer drug and alcohol test results.
Failure to do so will result in the employment offer being rescinded. If the applicant has tested
positive or refused to test on a pre-employment test for a DOT covered employer, the applicant
must provide the County proof of having successfully completed a referral evaluation and
treatment plan as described in Section 655.62 of subpart G.

Failure of a pre-employment drug test will disqualify an applicant for employment opportunities
until the applicant provides certification of successful completion of an accredited substance
abuse program since last testing positive. Evidence of the absence of drug dependency from a
Substance Abuse Professional that meets with the approval of the DOT and negative pre-
employment drug tests will be required prior to further consideration for employment. Under the
sole authority of Columbia County the cost for assessment and any subsequent treatment will be
the sole responsibility of the individual.

FTA requires all safety sensitive employees who have been off duty for ninety (90) or more days
for any reason, and whose name was removed from the random testing selection pool, to
successfully pass a pre-employment drug test prior to the performance of a safety-sensitive
function.

Random Testing

Employees in safety-sensitive positions will be subject to random, unannounced testing. The
selection of safety-sensitive employees for random drug and alcohol testing shall meet the
requirements as defined in 49 CFR Part 655, as amended, and will be made using a method that
ensures each covered employee that they will have an equal chance of being selected each time
selections are made. The selection of employees for random drug and alcohol testing shall be
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made by a scientifically valid method. Random Alcohol tests can only be performed during, just
before or just after performance of safety-sensitive functions. Drug tests can be performed
anytime on duty. The random tests will be unannounced and spread throughout the year. Tests
can be conducted at any time during an employee’s shift (i.e. beginning, middle or end) or before
or after performing a safety-sensitive function. Employees are required to proceed immediately
to the collection site upon notification of their random selection.

Reasonable Suspicion Testing

All safety-sensitive employees may be subject to a fitness for duty evaluation, and urine and/or
breath alcohol testing when there are reasons to believe that drug or alcohol use is adversely
affecting job performance. Reasonable suspicion shall mean that there is objective evidence based
on specific, contemporaneous, articulable observations of the employee’s appearance, behavior,
speech or body odor that are consistent with possible drug use and/or alcohol misuse.

Reasonable suspicion referrals must be made by one or more supervisors who are trained to
detect the signs and symptoms of drug and alcohol use and who reasonable concludes that an
employee may be adversely affected or impaired in his/her work performance due to possible
prohibited substance abuse or alcohol misuse. A reasonable suspicion alcohol test can only be
conducted just before, during or just after the performance of a safety-sensitive job function.
However, under the agency’s authority, a reasonable suspicion drug or alcohol test may be
performed any time the covered employee is on duty.

Referral for testing will be made on the basis of documented objective facts and circumstances
that are consistent with the short-term effects of substance abuse or alcohol misuse. Examples of
reasonable suspicion include, but are not limited to, the following:

1) Physical signs and symptoms consistent with prohibited substance use or alcohol misuse.

2) Evidence of the manufacture, distribution, dispensing, possession or use of controlled
substances, drugs, alcohol or other prohibited substance.

3) Occurrence of a serious or potentially serious accident that may have been caused by
prohibited substance abuse or alcohol misuse.

4) Fights (to mean physical contact), assaults and flagrant disregard or violations of established
safety, security or other operating procedures.
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Under the sole authority of Columbia County, the supervisor or department head shall be
responsible for transporting the employee to the testing site. Supervisors should avoid placing
themselves and/or others into a situation which might endanger the physical safety of those
present. The employee shall be placed on leave pending disciplinary action. An employee who
refuses an instruction to submit to a drug/alcohol test shall not be permitted to finish his or her
shift and shall be terminated.

A written record of the observations which led to a drug/alcohol test based on reasonable
suspicion shall be prepared and signed by the supervisor making the observation. This written
record shall be maintained by the Human Resources Department.

Post-Accident Testing

Fatal Accident All safety-sensitive employees will be required to undergo urine and breath
testing if they are involved in an accident that results in a fatality with a Columbia County Transit
vehicle (regardless of whether or not the vehicle is in revenue service). Any other employee(s)
i.e., maintenance personnel, dispatchers, controllers, whose performance could have contributed
to the accident, shall also be tested. As soon as practical following an accident involving the loss
of human life, surviving covered employees shall undergo drug and breath alcohol testing.

Non-Fatal Accident Safety-sensitive employees will be tested as soon as possible, but not to
exceed eight (8) hours for alcohol testing and thirty-two (32) hours for drug testing if an accident
results in injuries requiring immediate transportation to a medical treatment facility or one or
more vehicles incurs disabling damage that requires towing from a site, unless Columbia County
determines, using the best information available at the time of the decision, that the employee’s
performance can be completely discounted as a contributing factor to the accident. Any other
safety-sensitive employee whose performance could have contributed to the accident shall be
tested. The decision regarding whether the employee’s performance could have contributed to
the accident will be made at the sole discretion of Columbia County using the best information
available at the time of the decision.

Following an accident, the safety-sensitive employee must be “readily available” for testing.
Post-accident tests will be conducted as soon as possible, within two (2) hours of the accident, but
not to exceed eight (8) hours for alcohol testing and thirty-two (32) hours for drug testing. If an
alcohol test required by this section is not administered within two hours following the accident,
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Columbia County Transit shall prepare and maintain on file a record stating the reasons the
alcohol test was not promptly administered. Any safety-sensitive employee involved in an
accident must refrain from alcohol use for eight (8) hours following the accident or until he/she
undergoes a post-accident alcohol test. Any safety-sensitive employee who leaves the scene of
the accident without justifiable explanation prior to submission to drug and alcohol testing will be
considered to have refused the test. Refusal to test will result in termination of employment.
Employees tested under this provision will include not only the operations personnel, but also any
other covered employee whose performance could have contributed to the accident.

The post-accident testing requirements shall not delay necessary medical attention for injured
persons, nor will they prohibit an employee who was performing a safety-sensitive function from
leaving the scene of an accident to obtain assistance in responding to the accident or to obtain
necessary emergency medical care.

Inability to Test If the employee is unable to submit to a post-accident drug and alcohol test
within the required time period due to circumstances beyond Columbia County’s control, (i.e.,
employee is unconscious, employee is detained by law enforcement agency), drug and alcohol
post-accident test results administered by State and local law enforcement officials will be
considered to meet the requirements for a post-accident test. The State and local law enforcement
officials must have independent authority for the test and the employer must obtain the results in
conformance with federal, state and local law, 49 CFR Part 655.44.

Return-To-Duty Testing

If an employee is granted a return to duty following a verified positive drug test result, an alcohol
result of 0.04 or greater, or a refusal to submit to a DOT required drug or alcohol test, an
employee will not be permitted to “return to duty” to perform a safety-sensitive function until the
following actions have been taken:

1) Safety-sensitive employees, who have informed their supervisor, requested and received
employee assistance for drug or alcohol problems, may return to duty after he/she tests
negative on a return-to-duty test and a drug and alcohol test (below 0.02 for alcohol)

2) Has been evaluated and released to duty by the Substance Abuse Professional (SAP) who is
qualified in accordance with 49 CFR Part 40 Subpart O.

3) Employee has submitted a return to duty urine drug test and/or breath alcohol test and
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Columbia County is in receipt of negative result(s).

4) All Return to Duty urine collections will be conducted under direct observation, in
accordance with 49 CFR Part 40.67, as amended.

Follow-Up Testing

Safety-sensitive employees will be required to undergo frequent unannounced urine and/or breath
testing following their return to duty. The follow-up testing will be performed for a period of one
to five years with a minimum of six tests to be performed the first year. The frequency and
duration of follow-up tests beyond the minimum will be determined by a qualified Substance
Abuse Professional.  Follow-up testing should be frequent enough to deter and/or detect a
relapse. Follow-up testing is separate and in addition to the random, post-accident, reasonable
suspicion and return-to-duty testing.

Employment Assessment

Any safety-sensitive employee who tests positive for the presence of illegal drugs or alcohol
above the minimum thresholds set forth in 49 CFR Part 40, as amended, will be referred for
evaluation by a Substance Abuse Professional (SAP). A SAP is a licensed or a certified
physician, psychologist, social worker, employee assistance professional or addiction counselor
with knowledge of and clinical experience in the diagnosis and treatment of alcohol and drug-
related disorders. The SAP will evaluate each employee to determine what assistance, if any, the
employee needs in resolving problems associated with prohibited drug use or alcohol misuse.

Assessment by a SAP with the Employee Assistance Program does not shield an employee from
disciplinary action or guarantee employment or reinstatement with the transit system. The
Comprehensive Policy Manual, July 2009 should be consulted to determine the penalty for
performance-based infractions and violation of policy provisions.

If a safety-sensitive employee is allowed to return-to-duty, he/she must properly follow the
rehabilitation program prescribed by the SAP, have negative return-to-duty drug and alcohol
tests, and be subjected to unannounced follow-up testing for a period of from one (1) to five (5)
years as determined by the Program Manager. Under the sole authority of Columbia County, the
cost of any treatment or rehabilitation services will be paid directly by the employee or their
insurance provider. Employees will be allowed to take accumulated leave to participate in the
prescribed rehabilitation program.
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VII.  INFORMATION DISCLOSURE

To be considered for employment, all applicants will be asked to give consent to Columbia
County, Georgia for a background check covering the applicant’s previous DOT covered
employer over the past two (2) years.

The information requested will include:

1)

Alcohol test results of 0.04 or higher alcohol concentration.

Verified positive drug tests.

Refusals to be tested (including verified adulterated or substituted drug test results).

Other violations of DOT agency drug and alcohol testing regulations.

With respect to any employee who violated a DOT drug and alcohol regulation,
documentation of the employee’s successful completion of DOT return-to-duty requirements
(including follow-up tests).

All drug and alcohol testing records will be maintained in a secure manner. Information will only
be released in the following circumstances:

1)
2)

3)
4)
5)
6)
7)

8)

To a third party only as directed by specific, written instruction of the employee;

To the decision-maker in a lawsuit, grievance or other proceeding initiated by or on the
behalf of the employee tested;

To a subsequent employer upon receipt of a written request from the employee;

To the National Transportation Safety Board during an accident investigation;

To the DOT or any DOT agency with regulatory authority over the employer or any of its
employees or to a State oversight agency authorized to oversee rail fixed-guide way systems;
To the employee, upon written request.

Records will be released if requested by a Federal, state or local safety agency with
regulatory authority over Columbia County, Georgia, Columbia County Public Transit or the
employee.

If a party seeks a court order to release a specimen or part of a specimen contrary to any
provision of Part 40, necessary legal steps to contest the issuance of the order will be taken.

VIll. EMPLOYEE AND SUPERVISOR TRAINING

All safety sensitive employees will receive a copy of this policy and will have access to the
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corresponding federal regulations including 49 CFR Parts 655 and 49, as amended. In addition,
all covered employees will undergo a minimum of sixty (60) minutes of training on the signs and
symptoms of drug use including the effects and consequences of drug use on personal health,
safety, and the work environment. The training must also include manifestations and behavioral

cues that may indicate prohibited drug use.

Supervisors and Department Heads, who are in a position to determine employee fitness for duty, will
receive sixty (60) minutes of reasonable suspicion training on the physical, behavioral, and performance
indicators of probable drug use and sixty (60) minutes of additional reasonable suspicion training on the

physical, behavioral, speech and performance indicators of probable alcohol misuse.

IX. RE-ENTRY CONTRACTS

Under the sole authority of Columbia County, employees who re-enter the workforce must agree

to a re-entry contract. That contract may include (but is not limited to):

1) A release to work statement from the Substance Abuse Professional

2) A negative test for drugs and/or alcohol

3) An agreement to unannounced frequent follow-up testing for a period of one (1) to five (5)

years with a least six (6) tests performed the first year

4) A statement of work-related behaviors

5) An agreement to follow specified after care requirements with the understanding that

violation of the re-entry contract is grounds for termination.
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X. SYSTEM CONTACT

Any guestions regarding this policy or any other aspect of the drug free and alcohol-free transit
program should contact the following transit system representative:

Program Manager

Name: Marcia B. Lowry, SPHR, SHRM-SCP, IPMA-CP
Title: Human Resources Manager

Address: PO Box 498, Evans, GA 30809

Telephone: (706) 868-3300 Facsimile: (706) 868-3301

Medical Review Officers

Name: Joseph DiMino

Title: Doctor of Osteopathy

Address: 1500 Plymouth Blvd, Plymouth Meeting, PA 19462
Facsimile: (215) 443-0670

Name: Frank Bonikowski

Title: Doctor of Medicine

Address: 6010 Olive Grove Dr., Corpus, Christi TX 78414
Facsimile: (919) 490-1010

Substance Abuse Professional

Name: Employee Assistance Plan

Alfred Jones, Jr., LCSW, SAP

Sue Moore, LPC, NCC, SAP

Sadie Maguire, LPC, NCC, SAP Available: 24 hours a day/7 days per week
www.theEAP.com

Telephone: 1-800-252-4555
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ATTACHMENT A

Columbia County Safety-Sensitive Positions

Public Transit Manager
Public Transit Clerk
Fleet Supervisor

Fleet Parts Clerk

Fire Equipment Supervisor
Fire Fighter 11

Fire Captain

Fire Chief

R&B Assistant Manager
R&B Crew Leader
R&B Supervisor
Conveyance HEO

Storm Water Foreman

Public Transit Van Driver
Senior Center Manager
Fleet Mechanic Supervisor
Fleet Courier

Fire Equipment Mechanic
Fire and Rescue Engineer
Fire Battalion Chief

Fire Dispatcher

R&B Supervisor

R&B Lt Equipment Operator
R&B Signal Technician
Distribution HEO

Storm Water HEO
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ATTACHMENT B
DEFINITIONS

Accident: An occurrence associated with the operation of a revenue service vehicle even when not in
revenue service, if as a result:
a. An Individual dies;
b. Anindividual suffers a bodily injury and immediately receives medical treatment away from the
scene of the accident; or
c. One or more vehicles incur disabling damage as the result of the occurrence and is transported
away from the scene by a tow truck or other vehicle. Disabling damage means damage which
precludes departure of any vehicle from the scene of the occurrence in its usual manner in
daylight after simple repairs. Disabling damage includes damage to vehicles that could have been
operated but would have been further damaged if so operated, but does not include damage which
can be remedied temporarily at the scene of the occurrence without special tools or parts, tire
disablement without other damage even if no spare tire is available, or damage to headlights,
taillights, turn signals, horn, mirrors, or windshield wipers that makes them inoperative.

Adulterated specimen: A specimen that has been altered, as evidence by test results showing either a
substance that is not a normal constituent for that type of specimen or showing an abnormal concentration
of an endogenous substance.

Alcohol: The intoxicating agent in beverage alcohol, ethyl alcohol, or other low molecular weight
alcohols contained in any beverage, mixture, mouthwash, candy, food, preparation or medication.

Alcohol Concentration: Expressed in terms of grams of alcohol per 210 liters of breath as measured by an
evidential breath testing device.

Aliquot: A fractional part of a specimen used for testing. It is taken as a sample representing the whole
specimen.

Canceled Test: A drug test that has been declared invalid by a Medical Review Officer. A canceled test is
neither positive nor negative.

Confirmatory Drug Test: A second test performed on a different aliquot of the original urine specimen to
further support a validity test result.
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Covered Employee: An employee who performs a safety-sensitive function including an applicant or
transferee who is being considered for hire into a safety-sensitive function, and other employees,
applicants, or transferee that will not perform a safety-sensitive function but falls under the policy of the
County’s own authority.

Designated Employer Representative (DER): An employee authorized by the employer to take
immediate action to remove employees from safety-sensitive duties and to make required decisions in
testing. The DER also receives test results and other communications for the employer, consistent with
the requirement of 49 CFR Parts 40 and 655.

Department of Transportation (DOT): Department of the federal government which includes the Federal
Transit Administration, Federal Railroad Administration, Federal Highway Administration, Federal
Motor Carriers’ Safety Administration, Research and Special Programs and the Office of the Secretary of
Transportation

Dilute specimen: A urine specimen with creatine and specific gravity values that are lower than expected
for human urine.

Disabling damage: Damage which precludes departure of any vehicle from the scene of the occurrence in
its usual manner in daylight after simple repairs. Disabling damage includes damage to vehicles that
could have been operated but would have been further damaged if so operated, but does not include
damage which can be remedied temporarily at the scene of the occurrence without special tools or parts,
tire disablement, without other damage even if no spare tire is available, or damage to headlights,
taillights, turn signals, horn, mirrors or windshield wipers that makes them inoperative.

Evidentiary Breath Testing Device 9EBT): A Device approved by the NHTSA for the evidential testing
of breath at the 0.02 and the 0.04 alcohol concentrations. Approved devices are listed on the National
Highway Traffic Safety Administration (NHTSA) and conforming products list.

Initial Drug Test: (Screening Drug Test The test used to differentiate a negative specimen from one that
requires further testing for drugs or drug metabolites.

Initial Specimen Validity Test: The first test used to determine if a urine specimen is adulterated, diluted,
substituted, or invalid.

Invalid Result: The result reported by an HHS-certified laboratory in accordance with the criteria
established by the HHS Mandatory Guidelines when a positive, negative, adulterated, or substituted result
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cannot be established for a specific drug or specimen validity test.

Laboratory: Any US laboratory certified by HHS under the National Laboratory Certification program as
meeting standards of Subpart C of the HHS Mandatory Guidelines for Federal Workplace Drug Testing
Programs; or, in the case of foreign laboratories, a laboratory approved for participation by DOT under
this part.

Limit of Detection (LOD): The lowest concentration at which a measurand can be identified, but for
guantitative assays the concentration cannot be accurately calculated.

Limit of Quantitation: For quantitative assays, the lowest concentration at which the identity and
concentration of the measure and can be accurately established.

Medical Review Officer (MRO): A licensed physician (medical doctor or doctor of osteopathy)
responsible for receiving laboratory results generated by the drug testing program who has knowledge of
substance abuse disorders, and has appropriate medical training to interpret and evaluate an individual’s
confirmed positive test result, together with his/her medical history, and any other relevant bio-medical
information.

Negative Dilute: A drug test result which is negative for the five drug/drug metabolites but has a specific
gravity value lower than expected for human urine.

Negative Result: The result reported by an HHS-certified laboratory, to an MRO when a specimen
contains no drug or the concentration of the drug is less than the cutoff concentration for the drug or drug
class and the specimen is a valid specimen.

Non-negative Test Result: A urine specimen that is reported as adulterated, substitute, invalid, or positive
for drug/drug metabolites.

Oxidizing Adulterant; A substance that acts alone or in combination with other substances to oxidize
drugs or drug metabolites to prevent the detection of the drug or metabolites, or affects the reagents in
either the initial or confirmatory drug test.

Performing (a safety-sensitive function): A covered employee is considered to be performing a safety-
sensitive function and includes any period in which he or she is actually performing, ready to perform, or
immediately available to perform such functions.

Positive Result: The result reported by an HHS-Certified laboratory when a specimen contains a drug or
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drug metabolite equal or greater than the cutoff concentrations.

Prohibited Drug: Identified as marijuana, cocaine, opiates (including heroin), amphetamines (including
methamphetamine and ecstasy) or phencyclidine at levels above the minimum thresholds specified in 49
CFR Part 40, as amended.

Reconfirmed: The result reported for a split specimen when the second laboratory is able to corroborate
the original result reported for the primary specimen.

Rejected for Testing: The result reported by an HHS-Certified Laboratory when no tests are performed
for specimen because of a fatal flaw or a correctable flaw that has not been corrected.

Revenue Service Vehicles: All transit vehicles that are used for passenger transportation service or that
require a CDL to operation. Include all ancillary vehicles used in support of the transit system.

Safety-sensitive functions identified as:
1) The operation of a revenue service vehicle even when the vehicle is not in revenue service.
2) The operation of a non-revenue service vehicle by an employee when the operation of such a
vehicle requires the driver to hold a Commercial Drivers License (CDL).
3) Maintaining a revenue service vehicle or equipment used in revenue service.
4) Controlling the movement of a revenue service vehicle and
5) Carrying a firearm for security purposes.

Split Specimen Collection: A collection in which the urine collected is divided into two separate bottles,
the primary specimen (Bottle A) and the split specimen (Bottle B).

Substance Abuse Professional (SAP): A licensed physician (medical doctor or doctor of osteopathy) or
licensed or certified psychologist, social worker, employee assistance professional, state-licensed family
marriage therapist, or addition counselor (certified by the National Association of Alcoholism and Drug
Abuse Counselors Certification Commission or by the International Certification Reciprocity
Consortium/Alcohol and other Drug abuse) with knowledge of and clinical experience in the diagnosis
and treatment of drug and alcohol related disorders.

Substituted Specimen: A urine specimen with creatine and specific gravity values that are so diminished
that they are not consistent with normal human urine.
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Test Refusal: The following are considered a refusal to test if the employee:

1)

2)
3)

4)

5)

6)
7)

8)

9)

Fails to appear for any test (excluding pre-employment) within a reasonable time, as determined
by the employer, after being directed to do so by the employer.

Fails to remain at the testing site until the testing process is complete.

Fails to provide a urine or breath specimen for any drug or alcohol test required by Part 40 or
DOT agency regulations.

In the case of a directly observed or monitored collection in a drug test, fails to permit the
observation or monitoring of the employee provision of a specimen.

Fails to provide a sufficient amount of urine or breath when directed, and it has been determined
through a required medical evaluation, that there was no adequate medical explanation for the
failure.

Fails or declines to take a second test the employer or collector has directed the employee to take.

Fails to undergo a medical examination or evaluation, as directed by the MRO as part of the
verification process, or as directed by the DER as part of the “shy bladder” or “shy lung”
procedures.

Fails to cooperate with any part of the testing process (e.g., refuse to empty pockets when so
directed by the collector, behave in a confrontational way that disrupts the collection process).

If the MRO reports that there is verified adulterated or substituted test result.

10) Failure or refusal to sign Step 2 of the alcohol testing form.

11) Failure to follow the observer’s instructions during an observed collection including instructions

for the employee to raise clothing above the waist, lower clothing and underpants, and to turn
around to permit the observer to determine if there is any type of prosthetic or other device that
could be used to interfere with the collection process.

12) Possess or wear a prosthetic or other device that could be used to interfere with the collection

process.

13) Admit to the collector or MRO that he he/she had adulterated or substituted the specimen.
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Verified negative test: A drug test result reviewed by a medical review officer and determined to have
no evidence of prohibited drug use above the minimum cutoff levels established by the Department of

Health and Human Services (HHS).

Verified positive test: A drug test result reviewed by a medical review officer and determined to have
evidence of prohibited drug use above the minimum cutoff levels established by the Department of

Health and Human Services (HHS).

Validity testing: The evaluation of the specimen to determine if it is consistent with normal human urine.
Specimen validity testing will be conducted on all urine specimens provided for testing under DOT
authority. The purpose of validity testing is to determine whether certain adulterants or foreign substances

were added to the urine, if the urine was diluted, or if the specimen was substituted.
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ATTACHMENT C

MINIMUM THRESHOLDS
49 CFR Part 40.87

Initial Test Analyte

Initial Test Cutoff

Confirmatory Test

Confirmatory Test

Concentration Analyst Cutoff Concentration
Marijuana metabolites 50 ng/mL THCA? 15 ng/mL
Cocaine metabolites 150 ng.mL Enzolecgonine 100 ng/mL
Opiate metabolites
Codeine/Morphine® 2000 ng/mL Codeine 2000 ng/mL
Morphine 2000 ng/mL
6-Acetylmorphine 10 ng/mL 6-Acetylmorphine 10 ng/mL
Phencyclidine 25 ng/mL Phencyclidine 25 ng/mL
Amphetamines*
AMP/MAMP? 500 ng/mL Amphetamine 250 ng/mL
Methamphetamine® 250 ng/mL
MDMA' 500 ng/mL MDMA 250 ng/mL
MDA?® 250 ng/mL
MDEA’® 250 ng/mL

“Delta-9-tetrahydrocannabinol-9-carboxylic acid (THC) Morphine is the target analyte for codeine-

morphine testing

“Either a single initial test kit or multiple initial test kits may be used provided the single test kit
detects each target analyte independently at the specified cutoff
*Methamphetamine is the target analyte for amphetamine/methamphetamine testing

®To be reported positive for methamphetamine, a specimen must also contain amphetamine at a
concentration equal to or greater than 100 ng/mL
"Methylenedioxymethamphetamine (MDMA)
®Methylenedioxyamphetamine (MDA)
*Methylenedioxyethylamphetamine (MDEA)

These cutoff levels are subject to change by the Department of Health and Human Services as advances in
technology or other considerations warrant identification of these substances at other concentrations.
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ATTACHMENT D
CONFIRMATION OF RECEIPT

I have received a copy of the Columbia County Board of Commissioners Drug Free Workplace Policy.
YesO NoO

I have read and fully understand the work standards and penalties that may be imposed for violation of the
Drug Free Workplace Policy. YesOO NoO

I am employed in a Safety Sensitive Position requiring a Commercial Driver's License to fulfill the
requirements of the position. YesO NoO N/AO

I have received a copy of the Department of Transportation/Fitness for Duty/ Drug and Alcohol
Testing Program Policy. YesO NoO N/AO

I have read and fully understand the work standards and penalties that may be imposed for violation of the
Department of Transportation/Fitness for Duty/Drug and Alcohol Testing Program Policy.
YesO NoO N/AO

I have read and fully understand the policies, procedures, work standards and penalties that may be
imposed for violation of the above policies and procedures and further agree to accept the requirements
for employment.

Employee Name (Print) Date
Employee Signature Date
Witness Signature Date
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ATTACHMENT E

ACKNOWLEDGMENT

I agree to report for the following testing as indicated by a check mark below:

Post Offer of Employment Physical O
Post Accident i
Random O
Reasonable Suspicion |
Return to Duty O
Follow up H
Drug and/or Alcohol Testing |

The physical, drug and/or alcohol testing is scheduled for

Date

Time

Collection Site:

MedNow Urgent Care

104 N. Belair Rd, Suite 101
Evans, GA 30809

(706) 922-3669

I understand that not reporting to the collection site at the scheduled time and date will be regarded as a

refusal to test. A refusal

to test is considered a positive test for drugs and/or alcohol. Refusal to test after

a post offer of employment has been extended will result in the employment offer being withdrawn.

Refusal to test after emp

loyment will result in disciplinary action including termination of employment.

Employee Signature Date
Employee Name (Print) Date
Witness Signature Date
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PURPOSE

To safeguard the health of Columbia County Employees and provide a safe, drug-free working
environment for Employees.

POLICY

Columbia County Government Employees are prohibited from engaging in the unlawful
manufacture, distribution, dispensation, possession or use of illegal drugs or alcohol in the
workplace. Also prohibited is inappropriate use or abuse of prescription drugs. The only
exception to this Policy will be when an Employee, under a physician's care, is using a
prescription drug. It is the Employee's responsibility to notify the prescribing physician of the
required job duties and to ensure that the physician approves the use of the prescription
medication while at work. The Employee must inform his or her Supervisor of any therapeutic
drug or related job restrictions upon reporting to work.

CONDITION OF EMPLOYMENT PHYSICAL EXAMINATION AND DRUG AND
ALCOHOL TEST

All recommended candidates for employment by Columbia County will be required to have a
physical examination performed by a doctor selected by Columbia County and a drug screen after
the applicant has been informed that an offer of employment will be extended if the results of the
physical examination and drug screen are satisfactory to Columbia County. The costs associated
with the physical exam, drug and alcohol testing will be paid by Columbia County.

Such applicants will be asked to sign the Acknowledgment form (Exhibit A). If an applicant
refuses, he or she will not be considered for further employment. Such testing is a condition of
employment.

External and internal job applicants testing positive on employment drug screen will be denied
the position and will not be eligible for employment opportunities until the applicant provides
certification of successful completion of an accredited substance abuse program since last testing
positive. Internal applicants testing positive to a post offer of employment drug screen may be
subject to termination of employment or may be referred to an employee assistance program as a
condition of continued employment.
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The contents of the drug and alcohol guidelines are presented as statements of the County's
current policy and may be changed and updated by the County from time to time. These
guidelines are not intended to create an employment contract between the County and any
employee or applicant and do not bind the County to a specific or definite periods of employment
or to any specific policies, procedures, actions, rules or terms and conditions of employment.

COLLECTION/REPORTING PROCEDURES

Non-DOT drug testing will be performed using the same collection procedures used for the
regulated DOT testing. Non-DOT tests that require witnessed collections will be discussed with
the Designated Employer Representative (DER) before proceeding with the collection. All
collections will be performed utilizing split specimens (Bottle A and Bottle B). Testing of the
split specimen (Bottle B) can only be requested by the donor and is performed at a certified
laboratory chosen by the donor at the donor’s expense. Quick screen testing techniques may be
used for Non-DOT drug testing. If the quick screen is negative, no further testing is necessary. If
the quick screen is positive, the collected urine will be sent to a certified laboratory for testing and
confirmation before a result can be verified.

Medical review is performed by a certified Medical Review Officer (MRO). All verified results
will be reported using standardized DOT federally regulated criteria.

TESTING OF EMPLOYEE
1) Reasonable Suspicion Testing

An Employee will be tested, at the discretion of the County, when there is a reasonable
suspicion that an Employee is impaired by drugs or alcohol on the job, has taken or consumed
drugs or alcohol on the job or within four hours prior to reporting for work, or has otherwise
violated this policy. The Employee’s Supervisor must have the Employee sign the
Acknowledgment form and escort the Employee to the testing facility when drug and alcohol
reasonable suspicion testing is performed.

2) Post Accident Testing

An Employee may be required to be drug tested within thirty-two (32) hours or alcohol tested
within two hours of any accident involving County vehicles or resulting in injuries or damage
to property on the job. The Employee's supervisor must have the Employee sign the
Acknowledgment form and must escort the Employee to the testing facility when drug and
alcohol, post-accident testing is performed.
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3)

4)

5)

Follow Up Testing

An Employee who has tested positive for drugs or alcohol use in violation of this policy will
be subject to unannounced follow-up tests for not more than sixty (60) months after return to
duty.

Additional Testing

Additional testing may also be conducted as required by applicable state or federal laws, rules
or regulations or as deemed necessary by the County. Each Employee must complete the
requirements contained in, fill out and sign the Confirmation of Receipt form (Exhibit B),
hereto, as a condition of employment by Columbia County, or if such is requested after
employment by Columbia County as a condition of continued employment.

Disciplinary Action

In the case of a first time violation of this Drug Free Workplace Policy, including a positive
drug or alcohol test result (without evidence of use, sale, possession, distribution,
dispensation or purchase of drugs or alcohol in the workplace or while on duty), the
Employee will be subject to discipline up to and including discharge.

The County may suspend an Employee without pay under this policy pending the results of a
drug or alcohol test or investigation. If the drug or alcohol test results are negative, the leave
will be changed to with pay.

Any Employee using, selling, purchasing, possessing, distributing or dispensing drugs or
alcohol on duty or on County property will be discharged.

All information, interviews, reports, statement memoranda and drug test results, written or
otherwise, received by the County as part of this drug and alcohol testing program are
confidential communications. Unless authorized by applicable laws, rules, regulations, the
County will not release such information without written consent of the Employee tested,
provided, however, that such material may be provided to Supervisors, Department Heads,
Human Resources Manager, County Commission or other county Employees who would
have a need to know the matters contained therein of the Employee in question.

A Consent for Alcohol / Drug Testing form is a confidential report which must be filled out by job
applicants and Employees at the authorized collection site before being drug tested. This form
permits individuals to list all prescription and non-prescription drugs they are currently using or
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have used in the last month, as well as any other information they consider relevant to the test.

Any applicant who refuses to submit to the condition of employment physical examination and
drug and alcohol tests will be ineligible for hire.

Any Employee who refuses to submit to drug and alcohol test, as herein provided for may be
terminated from employment or otherwise disciplined by the County, in its sole discretion.

The County will provide the Employee with the telephone number and website of the employee
assistance program and local alcohol and drug rehabilitation programs.

Each Employee will be provided educational training on drug use to include display and/or
distribution of informational material.

Training of Supervisory personnel who may determine whether an Employee must be drug and
alcohol tested based on reasonable suspicion will include one 60-minute period of training on the
specific, contemporaneous physical, behavioral and performance indicators of probable drug and
alcohol use.

A job applicant or Employee who receives a positive confirmed drug or alcohol test result may
contest or explain the result to the designated Medical Review Officer at the designated testing
facility, within 5 days after written notification of the positive test result.

Drug testing is conducted by analyzing the Employee or applicant’s urine sample using a certified
drug testing laboratory. The sample is obtained using privacy, identification, collection and chain of
custody procedures. A "split sample™ method collection is used which means one specimen is
divided into two sealed containers.
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Following is the County approved program professionals and facilities authorized for use:

Program Manager Substance Abuse Professional
Name: Marcia Lowry, SPHR Name: Employee Assistance Plan
Title: Human Resources Manager www.theEAP.com

Address: PO Box 498, Evans, GA 30809 Telephone: 1-800-252-4555

Telephone: (706) 868-3300
Facsimile: (706) 868-3301

Medical Review Officers Laboratory

Name: Frank Bonikowski Quest Diagnostics

Title: Doctor of Medicine Drugs of Abuse, Alcohol
Address: 6010 Olive Grove Dr Morristown, PA

Corpus Christi TX 78414
Facsimile: (919 490-1010

Name: Joseph DiMino Quest Diagnostics
Title: Doctor of Osteopathy Drugs of Abuse, Alcohol
Address: 1500 Plymouth Blvd Morristown, PA

Plymouth Meeting PA 19462
Facsimile: (215) 443-0670

Off-Site Collector

MedNow Urgent Care

104 N. Belair Rd, Suite 101 Evans, GA 30809
Telephone: (706) 922-3669

The following is a list of some of the drugs (described by brand name, common name and/or
chemical name) plus alcohol for which the County may test:

Alcohol (booze, drink); Amphetamines (Binhetamine, Desoxyn, Dexedrine); Cocaine (coke, blow,
nose candy, snowflake, crack); Phencyclidine (CPC, angel dust, hog); Methaqualone Opiates
(Opium, dover's powder, paregoric, parepectolin); Barbiturates (Phenobarbital, Tuinal, Amytal);
Benzodiazepines (Activan, Azene, Clonopin, Dalmone, Diozeparn, Halcion, Librium; Poxiparn,
Restorail, Serax, Transene, Valium, Ventron, Xanax); Methodone (Dolophine, Methadose);
Propoxyphene (Darvocet, Darvon, Dolene)

This list is by no means inclusive and the County can and will test for any other drugs the use of
which is prohibited or controlled by State or Federal laws, rules or regulations.
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ACKNOWLEDGMENT

I agree to report for the following testing as indicated by a check mark below:

Post Offer of Employment Physical O
Post Accident m|
Random O
Reasonable Suspicion |
Return to Duty O
Follow-up H
Drug and/or Alcohol Testing |

The physical, drug and/or alcohol testing is scheduled for

Date Time

Collection Site: MedNow Urgent Care
104 N. Belair Rd, Suite 101, Evans, GA 30809, (706) 922-3669

I understand that not reporting to the collection site at the scheduled time and date will be regarded as a
refusal to test. A refusal to test is considered a positive test for drugs and/or alcohol. Refusal to test after
a post offer of employment has been extended will result in the employment offer being withdrawn.
Refusal to test after employment will result in disciplinary action up to and including termination of
employment.

Employee Signature Date
Employee Name (Print) Date
Witness Signature Date
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CONFIRMATION OF RECEIPT

I have received a copy of the Columbia County Board of Commissioners Drug Free Workplace Policy.
YesO NoO

I have read and fully understand the work standards and penalties that may be imposed for violation of the
Drug Free Workplace Policy. YesOO NoO

I am employed in a Safety Sensitive Position requiring a Commercial Driver's License to fulfill the
requirements of the position. YesO NoO N/AO

I have received a copy of the Department of Transportation/Fitness for Duty/ Drug and Alcohol
Testing Program Policy. YesO NoO N/AO

I have read and fully understand the work standards and penalties that may be imposed for violation of the
Department of Transportation/Fitness for Duty/Drug and Alcohol Testing Program Policy.
YesO NoO N/AO

I have read and fully understand the policies, procedures, work standards and penalties that may be
imposed for violation of the above policies and procedures and further agree to accept the requirements
for employment.

Employee Name (Print) Date
Employee Signature Date
Witness Signature Date
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Policy Number 307.1 POLICY SECTION: Conduct
l. PURPOSE

To outline types of conduct by Employees that may result in Employee discipline.
RESPONSIBILITY

It shall be the duty of each Employee to maintain high standards of cooperation, efficiency and
integrity in his/her work with the County. If an Employee’s conduct falls below standard, he/she
may be subject to Disciplinary Action.

POLICY

The types of conduct for which an Employee may be disciplined include but are not limited to the
following:

Reporting to work under the influence of intoxicants or non-prescription/illegal drugs or for
using such substances while on County property.

Failure to follow the orders of one’s Supervisor(s).

Being absent from work without permission or failure to report to the Supervisor or
Department Head when one is absent.

Being habitually absent or tardy for any reason.
Failure to perform assigned work in an efficient and effective manner.
Being wasteful of material, property or working time.

Failure to get along with fellow Employees so that the work being done is hindered, impeded
or not maintained at department standards.

Failure to observe proper security procedures.
Conduct on the job that violates the common decency or morality of the community.

The conviction of a felony or of a misdemeanor involving moral turpitude or conduct that is
unbecoming of an Employee.

Violating safety rules and regulations.

Making false or slanderous accusations about Employees or Supervisors.
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Speaking critically or derogatorily about other Employees to anyone other than the
appropriate County officials who are charged with receiving and acting upon such
information.

Removal of County money, property or property in custody of the County without proper
authorization.

Lying to Supervisors in connection with your job.

Dishonesty, including intentionally giving false information, falsifying records, falsification
of payroll time sheets or making false statements when applying for employment.

Threatening other County Employees or members of the public, interfering with work of
other County Employees, causing or participating in a disruption or confrontation which
interferes with County business or the peace and decorum at the County buildings or
facilities.

Divulging or misusing confidential information, including removal from County premises,
without proper authorization, any Employee lists, records, designs, drawings or confidential
information of any kind.

Accepting fees, gifts or other valuable items other than salary paid by the County in exchange
for the performance of the Employee’s duties which he/she has been hired to perform by the
County.

Failure or unwillingness to perform the assigned job.
Abuse of leave privileges, including Personal Time Off, Catastrophic Leave, Medical Leave
Sharing or Bereavement Leave that may result in denial of leave requests, suspension without

pay or termination of employment.

The use of profanity or abusive language towards a fellow Employee or member of the
general public while performing official duties as a County Employee.

Violation of any other policies and procedures of Columbia County applicable to its Employees,
including but not limited to the Anti-Harassment Policy, Drug Free Workplace Policy,
Department of Transportation Fitness for Duty/Drug and Alcohol Testing Program Policy,
Violence in the Workplace Policy or violation of any Financial, Procurement, Risk Management
or other policies and procedures adopted by the Board of Commissioners.

Refer to Policy 301.1, Disciplinary Action, for additional information on procedures for and types
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of disciplinary action.
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Policy Number 308.1 POLICY SECTION: Conduct

PURPOSE

To establish a policy and procedures to prevent harassment, including sexual harassment in the
working environment of Columbia County employees.

POLICY

It is the policy of Columbia County to maintain a work environment free from all forms of
harassment. This includes the right of employees to be free of discrimination and unlawful
harassment because of a person’s race, color, creed, religion, sex, national origin, age, disability,
marital status or any other characteristics protected by applicable federal or state law.

Unlawful harassment as prohibited by this Policy, not only includes harassment of employees by
employees, it also encompasses harassment of employees by non-employees with whom County
employees come into contact during work, such as employees of contractors, customers, vendors,
suppliers and temporary employment staff. Employees are prohibited from engaging in unlawful
harassment of non-employees with whom they come into contact, such as employees of
contractors, customers, vendors, suppliers and temporary employment staff.

PROHIBITED FORMS OF HARASSMENT

Generally, unlawful harassment is defined as verbal or physical conduct which denigrates or
shows hostility or aversion to an individual because of his or her race, creed, color, religion,
gender, national origin, age, disability or marital status, or that of his or her relatives, friends or
associates, and which:

1) Has the purpose or effect of creating an intimidating, hostile or offensive work environment;

2) Has the purpose or effect of unreasonably interfering with an individual’s work performance;
or

3) Otherwise adversely affects an individual’s employment opportunities.

For example, the following kinds of behavior or others with a similar harassing effect are
absolutely prohibited:

1) Abusing an employee through epithets, slurs, negative stereotyping or threatening,
intimidating or hostile acts (even if claimed to be “jokes” or “pranks”) which relate to race,
creed, color, religion, gender, national origin, age, disability or marital status.
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2) Written or graphic material which denigrates or shows hostility or aversion toward an
individual or group because of race, creed, color, religion, gender, national origin, age,
disability or marital status, and is displayed or circulated in the workplace.

Similarly, this Policy prohibits harassment of our employees by employees of (i) suppliers,
vendors, temporary employment staff, contractors and those entities utilizing, visiting or working
in our facilities, and (ii) other entities with whom our employees come into contact when working
outside of the County’s facilities. This Policy also prohibits harassment by our employees toward
employees of (i) customers, suppliers, vendors, temporary employment staff, contractors and
whose entities utilizing, visiting or working in our facilities, and (ii) other entities with whom our
employees come into contact when working outside the County’s facilities.

Any harassment of or by County employees in violation of the foregoing rules is absolutely
prohibited and will not be tolerated.

SEXUAL HARASSMENT
Sexual harassment is a form of sexual discrimination that is specifically prohibited by this policy.

Unwelcomed sexual advances, unwelcomed requests for sexual favors and other unwelcomed
verbal or physical conduct of a sexual nature when:

1) Submission to such conduct is made either explicitly or implicitly a term or condition of an
individual’s employment;

2) Submission to or rejection of such conduct by an individual is used as the basis for
employment decisions affecting such individual; or

3) Such conduct has the purpose or effect of unreasonably interfering with an individual’s work
performance or creating an intimidating, hostile or offensive working environment.

The following kinds of behavior, or others with a similar harassing effect, are prohibited:
1) Abusing an employee through insulting or degrading sexual remarks, jokes, innuendoes, or
other sexually-oriented conduct (including among other things, graphic or descriptive

comments relating to an individual’s body or physical appearance, sexually-oriented teasing
or pranks, improper suggestions, objects or pictures, or unwanted physical contact); or
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2) Threats, demands or suggestions that an employee’s work status depends in any way upon
tolerating or accepting sexual advances or sexually-oriented conduct.

Similarly, sexual harassment of our employees by employees of (i) customer, suppliers, vendors,
contractors, temporary employment staff and those utilizing, visiting or working in our facilities,
and (ii) other entities with whom our employees come into contact when working outside of the
County’s facilities is strictly prohibited and will not be tolerated. Further, this Policy prohibits
sexual harassment by our employees toward employees of (i) customers, suppliers, vendors,
contractors, temporary employment staff and those utilizing, visiting or working in our facilities,
and (ii) other entities with whom our employees come into contact when working outside of the
County’s facilities.

Any harassment of or by County employees in violation of the foregoing rules is prohibited and
will not be tolerated. Under no circumstances does any Department Head, Manager, Supervisor,
Employee or any other person have any authority whatsoever to engage in discriminatory,
harassing or retaliating conduct in violation of this Policy. If anyone claims to have such
authority or you have any questions about whether conduct that you find objectionable is
authorized by the County, please contact the Human Resources Manager.

SOCIAL MEDIA HARASSMENT

Social media is changing the internal workplace, providing new ways for employees to socialize
and interact with one another. The direct connection of social media allows co-workers to share
their personal life with an instant connection and propels relationships forward quicker than a
traditional office friendship. The boundaries of conduct can become easily blurred and potentially
dangerous when this complicated overlapping of private and professional relationships intersect
online. When the parameters get ambiguous, the probability of inappropriate behavior occurring
creates the potential of social media harassment.

Social media includes all means of communicating or posting information or content of any sort
on the Internet, including personal postings or postings to another person’s web log or blog,
journal or diary, personal web site, social networking or affinity web site, web bulletin board or a
chat room, whether or not associated or affiliated with Columbia County, as well as any other
forms of electronic communication. An employee’s virtual comments, even those made on their
own time, may constitute actionable harassment in the workplace.

Page 3 of 6



COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Anti-Harassment Policy
July 21, 2009

REVISED:

June 17, 2014

Policy Number 308.1 POLICY SECTION: Conduct

VI.

VII.

The same principles and guidelines found in this policy apply to an employee’s activities online.
The employee is solely responsible for what is posted online, therefore, before creating online
content, the employee should consider the risks and rewards that are involved. Conduct that
could adversely affect personal job performance, the performance of fellow co-workers or
otherwise adversely affect the employer, employees, citizens, vendors and others may result in
disciplinary action up to and including termination.

Any harassment of or by County employees in violation of the foregoing rules is prohibited and
will not be tolerated. Under no circumstances does any Department Head, Manager, Supervisor,
Employee or any other person have any authority whatsoever to engage in discriminatory,
harassing or retaliating conduct in violation of this Policy. If anyone claims to have such
authority or you have any questions about whether conduct that you find objectionable is
authorized by the County, please contact the Human Resources Manager.

RETALIATION

Retaliation against an individual for exercising his/her rights under this Policy is also strictly
prohibited and is a separate violation of this Policy. This includes any retaliation for inquiring
about rights under this Policy, or reporting or complaining about possible violations, or assisting
in a complaint investigation, including providing truthful information about a possible violation.
Such retaliation against the County’s employees, or customers, suppliers, vendors, temporary
agency employees, contractors or those utilizing our facilities or services is prohibited and will
not be tolerated.

Overt or covert acts of reprisal, interference, restraint, penalty, discrimination, intimidation or
harassment against an individual or group for exercising rights under this Policy will be subject to
appropriate and prompt disciplinary or remedial action.

COMPLAINT PROCEDURES AND CORRECTIVE ACTION

1) Reporting

All employees, the County’s customers, suppliers, vendors, agency employees, contractors and
those utilizing our facilities or services are encouraged to promptly report any conduct that they

are subject to, or that they witness, which may violate this Policy. If the County does not know
about the conduct, it cannot act.
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TOPIC: Anti-Harassment Policy

Policy Number 308.1

POLICY SECTION: Conduct

Complaints or inquiries under this Policy may be made to an immediate Supervisor, Manager,
Department Head, or Human Resources Manager, who have overall responsibility for the
enforcement of this Policy. It is our hope that by identifying different management levels, you
can freely discuss your complaint or inquiry with one of them.

Alternatively, you may initially discuss the matter with any Supervisor, who will then bring your
complaint to the attention of the Human Resources Manager. You may also feel free to discuss
the matter initially with any other employee; and if you wish, you may also involve that person as
your advocate to help you in bringing your complaint forward. However, in all cases, the matter
must be brought to the attention of the Human Resources Manager, because of the need for
consistency, investigation and centralized decision-making in the implementation and
enforcement of this Policy.

Do not allow conduct that may violate this Policy to continue unreported. It is extremely
important that this be reported so that the County can act to stop such conduct at the earliest
possible time.

2) Confidentiality

Complaints and inquiries under this Policy will be kept confidential to the greatest extent
practicable, consistent with the County’s need to conduct an adequate investigation so that it can
take prompt and appropriate action and is subject to legal requirements.

3) Investigation

Complaints will be investigated promptly. The nature and details of the investigation process will
vary depending on the details of the complaint. The County’s objective in every instance is to
make a fair determination of what happened so it can then take corrective action, if warranted, as
soon as possible. The investigation may include, among other things, interviews of witnesses and
the person who is the subject of the complaint.

4) Corrective Action

Any employee who is determined to have committed sexual harassment, harassment or retaliation
in violation of this Policy will be subjected to appropriate disciplinary measures up to and
including termination of employment. Similarly, appropriate action will be taken or suggested if
the employee of a customer, vendor, supplier, agency, contractor or other entity with whom the
County does business engages in conduct that violates this Policy.
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REVISED:
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Policy Number 308.1 POLICY SECTION: Conduct

When warranted, the County may retrain employees concerning this Policy and what it means.
Other forms of corrective action may also be called for depending on the circumstances.

The types of conduct described in this Policy are strictly prohibited. Because of this, the County
may treat instances of similarly offensive conduct as a violation of this Policy, regardless of the
specific wording of this Policy or technical definitions in the law, and may deal with such
conduct by any disciplinary measures or other forms of corrective action, including termination of
employment of employees violating the Policy.
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Policy Number 309.1 POLICY SECTION: Conduct
l. PURPOSE

To establish general guidelines related to personal appearances of County Employees.

1. POLICY

It shall be the responsibility of each Employee while on duty to have a neat, clean and well-
groomed appearance consistent with the type of duties performed by such Employee.

The Employee's Supervisor will discuss the subject of personal appearance with the Employee if
it does not positively reflect the image of the County.
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APPROVED: TOPIC: Personal Use of Telephone
July 21, 2009

Policy Number 310.1 POLICY SECTION: Conduct

l. PURPOSE

To identify permissible and impermissible use of the County’s telephone system including
facsimile machines for other than County business.

1. POLICY

County telephones and facsimiles are to be used for County business and may be used for
personal business on a limited basis only.

1. PROCEDURES

Personal telephone calls received or made by an Employee during business hours must be held to
both a minimum number and duration and must not interfere with the Employee's work.

It is the Employee's responsibility to ensure that no cost to the County results from his/her
personal telephone or facsimile usage.

Violation of this policy will subject the Employee to Disciplinary Action.
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I PURPOSE
1) To foster governmental efficiency and to ensure that Employees can perform their jobs

2)

3)

without being pressured to support political candidates or to interpret regulations favorably
for supporters of certain candidates or elected officials.

To allow Employee performance and advancement to be judged without regard to political
activity.

To promote public confidence in the integrity of County government to the end that Elected
Officials will not be perceived as making decision on the basis of political loyalties.

POLICY

Prohibited Activities during Working Hours

An Employee shall be subject to discipline up to and including immediate dismissal for violation
of these provisions:

1)

2)

3)

4)

No Employee of Columbia County shall, while on duty (i) request or solicit contributions or
anything of value for any political candidate or cause; (ii) participate in any political
campaign by speaking in favor of any candidate or cause; (iii) distributing literature; (iv)
picketing or demonstrating on behalf of or in opposition to any political candidate or cause;
(v) making telephone calls in support of any candidate or cause; or (vi) organizing, planning
or in any other way participating in the administration or carrying on of any political
campaign.

No Employee of Columbia County or any volunteer shall, while on duty and/or in the
uniform of the County, or while in or operating any County vehicle, display any badge,
button, sign or sticker promoting or opposing any political cause or candidate

No Employee of the County shall use public funds, property or any other instrumentality or
thing of value belonging to the County to promote or oppose any political cause or candidate.

Nothing in this policy shall be interpreted to prohibit an Employee:

a) From stating any opinion regarding any political issue or cause in ordinary conversation
during working hours providing that such a conversation does not interfere with the
Employee’s assigned job duties and is not repeated numerous times so as to become
campaigning rather than casual ordinary conversation.

b) From supporting any political cause or candidate during non-working hours.
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Coercion and/or Intimidation of Public Employees

No officer or Employee of the County shall use his/her public office or employment for the
purpose of, or with the effect of:

1) Coercing or intimidating any County Employee or Employees with respect to contributing to,
opposing or promoting, or refraining from contributing to, opposing or promoting any
political cause of or candidate.

2) Obtaining a benefit as a result of any political activity by:

a)
b)

Intentionally committing an unauthorized act under color of law.

Intentionally refraining from performing a duty imposed upon him or her by law.

Illegal Political Activities

No officer or Employee of the County shall engage in any political activity which is prohibited
under state or federal law. Any person engaging in such activity shall be subject to disciplinary
action, including dismissal. The following list of activities is included for illustrative purposes.
Any illegal activity which is prohibited by state law but which fails to appear on this list is hereby
incorporated by reference. No officer or employee shall:

1) Engage in any of the following activities within 150 feet of a polling place:

a)
b)
c)
d)
e)
f)

9)
h)

Electioneering

Circulating cards or handbills

Soliciting signatures

Interfering with voting or the administration of the polling place

Conducting an exit or public opinion poll

Obstruct or prevent access to a polling place.

Remove a ballot from a polling place or solicit a voter to show his or her ballot.

Attempt to intimidate, influence or bribe a voter by menace, force, threat or corrupt
means.

Directly or indirectly offer a bribe or reward to induce a voter to vote for or against a
person or proposition.

Page 2 of 3



COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Political Activities
July 21, 2009
Policy Number 311.1 POLICY SECTION: Conduct

J) Attempt to influence a voter to vote or not to vote, directly or indirectly, by menace or
corrupt means.

k) Hinder, disturb, persuade, threaten or intimidate any person from giving his/her vote.

1) Knowingly and willfully make a false assertion or propagate a false report concerning a
candidate which has a tendency to prevent his / her election.

Conflicts of Interest

If any County Employee seeks or accepts appointment or election to any public office when the
seeking or holding of such office would be incompatible or would substantially interfere with the
discharge of his/her duties as an Employee of Columbia County, such Employee shall request a
leave of absence without pay while seeking such office and resign employment with Columbia
County if such office is obtained.
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PURPOSE

To establish a uniform policy for solicitations or sales by County Employees in order to alleviate
disruption of County Employees during normal working hours.

1. POLICY
With the exception of United Way and other County approved activities, peddling or soliciting
for sale or donation of any kind by County Employees on County premises during normal

working hours is not allowed. Exceptions may be granted by the County Administrator.

Working hours include the working time of both the Employee doing the soliciting or distributing
and the Employee to whom such activity is directed.

Employees are free to discuss these matters before or after normal working hours and during
lunch or rest periods in non-work areas.
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l. PURPOSE

To provide management and Employees with guidance should they encounter in the workplace a
situation they believe may result in violence and to provide information and training to
management and Employees to minimize risk of injury or harm resulting from violence in the
workplace environment.

"Workplace Violence" means any verbal or physical action that is communicated or perceived as
a threat, harassment, abuse, intimidation or personal contact that produces fear of or causes bodily
harm or damage to property. Workplace violence may involve family, friends, strangers,
co-workers or citizens.

POLICY

Columbia County will not tolerate any acts of violence to persons or property. All acts of
violence are treated seriously. Each act of violence will be dealt with promptly and appropriately
utilizing administrative, managerial, legal and disciplinary actions to minimize risk to Employees,
citizens and property.

PROCEDURES
1) Preventing Violence in the Workplace

Columbia County recognizes that most serious incidents of workplace violence represent a
personal crisis that the individual is unable or unwilling to solve alone. Intervention at an early
stage provides the individual with the necessary assistance to resolve these issues, prevent
escalation and allow continued productive employment.

Employees have access to confidential and discretionary professional assistance through the
Employee Assistance Program (EAP). The program provides advice, assessments and case
review to help management develop intervention strategies and make decisions seeking to prevent
violent incidents from occurring. The program can refer to outside professional agencies which
can provide evaluations, diagnoses and treatment plans.

2) Awareness Training Programs

Awareness training programs will be developed to recognize threats and to assess the early
warning signs of potentially violent situations. Training will be made available to all Employees.
The Employee training program will cover such topics as awareness, reporting procedures,
emergency preparedness, personal safety and conflict resolution. For management Employees the
training program will include information on legal issues, reporting channels, investigation
techniques, documentation requirements and physical security improvements.

All Employees are responsible for refraining from participating in violent actions and reporting to
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management any threatening or dangerous situations occurring within the workplace or that affect
the work environment.

Management is responsible for responding to violent situations or circumstances which could lead
to violent situations, depending upon the seriousness and nature of the incident. Management

will conduct interviews and investigations, prepare documentation, and notify appropriate
assistance agencies.

Department Heads will be responsible for developing his/her department crisis procedures and for
creating simple action plans to follow in the event of a violent action occurring in the workplace.
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Policy Number 315.1 POLICY SECTION: Conduct
l. PURPOSE

The purpose is to (i) encourage reporting by County Employees of improper governmental action
taken by County or Employees, (ii) protect County Employees who have reported improper
actions in accordance with County policies and procedures, (iii) act as a safeguard for legitimate
County interests, and (iv) provide for speedy dispute resolution.

POLICY

The County strives to conduct its business with the utmost integrity and in strict accordance with
all applicable federal, state and local law. Accordingly, Employees are encouraged to bring to the
attention of the County any improper actions of County officials and Employees. The County will
not retaliate against any Employee who makes such a disclosure in good faith and in accordance
with the procedures set forth in this policy.

Improper actions are actions undertaken by an Employee of Columbia County in the performance
of his or her duties which (i) are in violation of any federal, state or local law, or the Policies and
Procedures of Columbia County, (ii) constitute an abuse of authority, (iii) create a substantial and
specific danger to public health or safety, or (iv) grossly waste public funds. Improper actions do
not include common personnel actions, such as the processing of grievances, decisions regarding
hiring, promotion, firing and other discipline, or alleged violations of employment contracts or
policies or procedures set forth in the County's policy manual.

PROCEDURES

1) Misconduct can often be corrected most expeditiously if handled internally. Accordingly, an
Employee who has a good faith concern that improper action has occurred or is about to
occur, must first raise that concern with the County. Specifically, the Employee must submit
his or her concerns and related information ("complaint™) in writing to the Department Head.
In the event that the complaint concerns the Department Head, the complaint shall be
submitted to the Department Head’s Supervisor or the County Administrator. The identity of
a reporting Employee will be kept confidential to the fullest extent possible under law, unless
the reporting Employees provide written authorization for disclosure. The Employee may
report under this policy through an attorney.

2) The County shall have ten (10) working days to address the complaint raised by the reporting
Employee and provide the reporting Employee with a written response which identifies the
alleged improper action at issue, describes the scope and findings of the investigation, states
what, if any, action will be taken against the offending Employee(s) and explains why such
action is appropriate.

3) If the reporting Employee is not satisfied with the investigation and/or resolution of the
complaint, the reporting Employee may request reconsideration in writing within five (5)
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4)

5)

6)

working days of receipt of the County’s written response.  Written requests for
reconsideration must be submitted to the County Administrator or designee and must identify
the specific elements of the County's investigation or written response which the reporting
Employee finds unsatisfactory.

The County has three (3) working days to advise the reporting Employee in writing whether
reconsideration will be granted. Any reconsideration will be limited to
examination of the specific issues raised by the reporting party in his or her written
request. The County will have five (5) working days from the date reconsideration is granted
to complete its additional investigation and provide the Employee with a written response.

If a reporting Employee is still dissatisfied with the County's investigation or response, the
reporting Employee may disclose the complaint to an outside agency or organization for
further review. Reporting Employees may disclose the complaint to outside agencies only
after fully exhausting the reporting and reconsideration procedures set forth in this policy. All
reporting Employees must strictly follow this policy. Employees who comply with the policy
shall not be subject to discipline or discharge for reporting, disclosure or other activities
subject to the policy.

Deviation from the reporting and reconsideration policy is permitted only in those rare cases
where the reporting Employee can show that persons or property will be damaged if the
alleged improper conduct is not immediately addressed.

Reporting Employees who, after exhausting the internal reporting and reconsideration
procedures, may choose to continue to pursue their complaints may consider external federal
or state agencies.

All County personnel are prohibited from taking any adverse employment action against an
Employee who registers a complaint with a public body in accordance with this policy. If an
Employee believes there has been retaliation for reporting improper actions in accordance
with this policy, the Employee may seek redress as follows.

a) The Employee must provide written notice of the charge of retaliatory action to the
County Administrator or designee within thirty (30) days of the date the alleged
retaliatory action occurred. The notice must describe the alleged retaliatory action and the
persons allegedly involved and identify the relief requested.

b) The County Administrator or designee must respond to the charge in writing within thirty
(30) days of its submission. The response must: identify the alleged retaliatory action and
persons involved; identify the relief requested; describe the investigation conducted; state
and explain the disposition of the charge; and identify the relief, if any, that is being
granted and explain why the relief is appropriate.
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c) The charging party is entitled to a hearing if he or she so chooses. However, the hearing
must be requested in writing within fifteen (15) days of delivery of the County's written
response to the charge or, if the County fails to respond within the allotted thirty (30) day

period, within fifteen (15) days of the last day upon which the County could have
responded.

d) The Civil Service Commission will serve as the hearing board and provide final internal
due process.
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PURPOSE

To identify permissible and impermissible use of the County’s employees, equipment and
material for non-County activities such as requests from citizens, businesses, non-profit
organizations, other governments, authorities, boards, etc.

1. POLICY

County employees, equipment and materials are to be used for County business as prescribed by
State law and County regulations and policies. Requests for services, equipment or material not
currently authorized by the County will be evaluated according to the following procedure.

I11. PROCEDURE

1) Individual or entity requesting County assistance (“Requestor’”’) must first complete and sign
a “Request for Service” form (Exhibit A).

2) Appropriate Division Director evaluates request, estimates cost and recommends approval or
denial.

3) County Administrator reviews Director’s comments and recommends action to oversight
committee of the Board of Commission (BOC).

4) The Division Director’s oversight committee members approve and deny the request on the
form.

5) If denied, Requestor can ask for additional review at the next regularly scheduled

Committee meeting, then the matter is presented to the BOC, if necessary. The decision of
the BOC is final.
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REQUEST FOR SERVICE

To: Division Director

From: (“Requestor”)

Date of Request: Date Needed:

Detailed Description of Project:

Justification:

Authorization to Enter Property: Requestor hereby authorizes Columbia County, its agents, employees and representatives to
enter Requestor’s property or property under the control of Requestor in order to provide the services and/or equipment sought
hereunder.

Indemnification and Hold Harmless: Requestor shall indemnify and save harmless Columbia County, its agents, employees
and representatives from and against all claims, demands, suits or judgments for sums of money to any person, corporation or
firm accruing from loss of life, injury or damage to person or property resulting from negligence or other causes, including
product liability, and arising from or in connection with the services to be performed or equipment provided by Columbia
County, its employees, agents or representatives pursuant to this Request for Service. This indemnification shall include not only
the sums of money recovered by the claimant but also all costs of defense and attorneys’ fees related to such claims, demands,
suits or judgments.

Authority: Requestor warrants and represents to Columbia County that Requestor has the right and authority to enter into this
Request for Service and perform the obligations provided for herein and that Requestor’s performance hereunder shall not

conflict with rights granted any other party.

Signature: Telephone number:

DIVISION DIRECTOR REVIEW

Cost Estimate:
Comments:
Recommendation: Approve Disapprove

COUNTY ADMINISTRATOR REVIEW

Comments:
Recommendation: Approve Disapprove

APPROPRIATE BOC COMMITTEE

Comments:
Recommendation: Chairperson Approve Disapprove
(please initial) Vice-Chairperson Approve Disapprove

If denied, applicant has asked that request be forwarded to Committee and BOC, if appropriate.
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POLICY

The Board of Commissioners desires to promote a healthy environment for all persons including
commissioners, officers, administrators, staff, employees, visitors, vendors and any other person
who has occasion to visit County owned, leased or controlled property. In accordance with the
Columbia County Code of Ordinances, Section 58-8, Smoking in County Buildings and Vehicles
Prohibited, employees are prohibited from smoking any tobacco product on property owned,
leased, or controlled by the County including buildings and vehicles. Smoking is permitted only
in designated areas identified in the County Code of Ordinances.

The term Tobacco Product, shall mean any product derived from cultivated tobacco including,
but not limited to, cigarettes, cigars, bidis, kreteks, and pipes.

PROCEDURES
Resolving complaints about smoking

» Any complaints about the application of the policy to the workplace should be brought to the
attention of the Human Resources Manager or the County Administrator.

* The complaint should be submitted in writing and identify specific objections. Columbia
County will investigate the complaint and resolve it in accordance with the policy.

* No employee shall suffer any form of retaliation for raising a complaint or asking a question
about this policy.

» The smoking policy is intended to comply with requirements of the County ordinance.
Scope

This policy applies to

* All areas of County owned buildings, facilities and parks

* All vehicles owned, leased or controlled by the County

« All visitors, citizens, vendors, or general public when on County property

* All contractors and consultants and/or their employees working on or in County property
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» All temporary, contract or seasonal workers or student interns

Designated areas not subject to the provisions of the policy

» Columbia County Detention Center designated smoking areas

» Wildwood Park property

» County owned fire stations

« County owned roads which are part of the public road system

Employees who violate this smoking policy and the County ordinance will be subject to
disciplinary action up to and including immediate discharge.
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APPROVED: TOPIC: Education Reimbursement Program

July 21, 2009

Policy Number 401.1 POLICY SECTION: Training and Development
. PURPOSE

To encourage eligible Employees through an Education Reimbursement Program to participate in
education programs which will further their skills and knowledge for use in their current position
or for use in future positions with more responsibilities.

The Education Reimbursement Program shall be a plan as provided for in section 127 of the
Internal Revenue Code of 1986, as amended (the “Code”) and shall be construed consistently
with the requirements of Section 127.

RESPONSIBILITY

The Human Resources Manager is responsible for administration of the Education
Reimbursement Program.

OBJECTIVE

Subject to the appropriation of sufficient funds by the Board of Commissioners, the County will
reimburse an eligible Employee up to 100% of the cost of tuition for approved technical or
undergraduate level courses, and graduate level courses, up to a maximum of $2,500 during a
calendar year effective January 2008. Reimbursement for the graduate level courses is
excludable from income under Section 127 effective January 2002. However, a recipient of such
a reimbursement should check with his/her tax advisor to determine if such expenses are
deductible under other provisions of the Code.

Books, supplies and other fees or charges will not be reimbursed.

There will be no loans or advances of money to Employees for purposes of taking courses.
Reimbursement will be paid only after the course has been completed.

ELIGIBLE EMPLOYEE

To be eligible to participate in the Education Reimbursement Program the Employee must satisfy
the following criteria:

1) The Employee must be a Regular Full-time Employee who has completed one (1) year of
service as of the date the course begins.

2) The individual must be actively working for the County as of the date the course is
completed.

3) The course schedule and study time must not be in conflict with the Employee work
schedule.
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4) The Employee must take the course at one of the following types of accredited institutions:

5)

6)

1)

2)

3)

Technical institutes, colleges or universities.

The County reserves the right in the sole discretion of the Board of Commissioners to exclude
any school or subject from eligibility under the Program. Any exclusion shall be effective as
to courses beginning after the date the exclusion is imposed.

The Employee shall be entitled to tuition reimbursement if he/she has complied with all
provisions of this policy with the amount of reimbursement based on the grade received
subject to the limitations set forth above according to the following schedule:

100% reimbursed
90% reimbursed
80% reimbursed

0% reimbursed

Employee receives an “A”
Employee receivesa “B”
Employee receivesa “C”
Employee receives a “D” or below

Plus or minus modifiers to a grade will be disregarded.

For Employees taking graduate level courses, the course for which reimbursement is sought
must be one leading to a graduate degree in a course of study in which the Employee is
enrolled.

PROCEDURES

Before enrollment in a course for which reimbursement will be sought an eligible Employee
must submit to his/her immediate Supervisor a complete Education Reimbursement
Application, in duplicate, for such course. The form can be obtained by contacting the
Human Resources Department. A copy of the course description, costs and dates must be
attached.

Completed Education Reimbursement Application forms will be submitted to the Employee’s
Supervisor or Department Manager and Division Director for their review and
recommendations thereon if they care to make a recommendation. The forms and any
recommendations thereon will then be submitted to the Human Resources Manager.

The Human Resources Manager will review the Education Reimbursement Application to
determine if the applicant satisfies the criteria as an eligible Employee and to otherwise
determine whether or not to approve the application. Applications by those who are not
eligible Employees will be returned with an explanation of the reason the criteria is not met.
The Human Resource Manager will approve or disapprove each application. If an application
is disapproved, the Human Resource Manager shall advise the applicant of the reasons
therefore in writing.
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4) When the Education Reimbursement Application satisfies the criteria for an eligible

Employee and has been approved, the Human Resources Manager will retain one approved
copy and the second approved copy will be returned to the Employee to hold until the course
is completed.

To receive tuition reimbursement, the eligible Employee must submit to the Human
Resources Department the original official grade report for the course or a copy certified by
the registrar or other appropriate official of the educational institution and an original receipt
of payment of tuition for the course or a copy thereof certified by the registrar or other
appropriate official of the educational institution, attached to a copy of the approved
application for reimbursement.

Employees who voluntarily separate service from the County or are dismissed for just cause,
within twelve (12) months after receiving a reimbursement under the Education
Reimbursement Program, shall repay the County for all such tuition reimbursements. By
accepting the reimbursement under the Education Reimbursement Program the Employee
authorizes the County to deduct tuition reimbursements, which must be repaid from his or her
final paycheck. If the repayments are not fully paid by payroll deduction, the Employee shall
immediately pay the County the repayment due and such amount shall bear interest from the
date of the Employees termination of employment until paid at the rate of 10% per annum.

The Department Head or Division Director may at his/her discretion waive the
reimbursement requirement if the employee transfers to another County department or if
circumstances deem a waiver to be appropriate. The Department Head will send the Human
Resources Manager a written waiver of the reimbursement requirement.

FEDERAL INCOME WITHHOLDING

Amounts paid for tuition reimbursement from a plan meeting the requirements of Section 127 of
the Code are not included in an Employee’s income or subject to income tax withholding up to a

maximum of $5,250 annually. This does apply to reimbursements for graduate level courses

effective January 2002. If subsequent tax law changes fail to continue the tax-free treatment of
an Education Assistance Plan or in any way modify its treatment, appropriate adjustments in

Federal Income Tax withholding will be made from the effective date of the change.

MANDATORY COURSES

This Education Reimbursement Program should not be confused with courses undertaken to meet
the express requirements of the County. Mandatory courses, which may be required for a current

position, are not subject to this Policy.
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July 21, 2009
Policy Number 401.1 POLICY SECTION: Training and Development

VIIl. BUDGET LIMITATIONS

Reimbursement under the Education Reimbursement Program is contingent upon the continued
availability of funds and may be increased, decreased or eliminated according to the availability
of funds as appropriated by the Board of Commissioners.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Special Licenses and Memberships

July 21, 2009

Policy Number 402.1 POLICY SECTION: Training and Development
l. PURPOSE

To establish guidelines for the request and approval of special licenses and membership fees.
POLICY

The County will pay an annual lump sum payment equal to the current annual dues or fees for
each Employee who is required by ordinance, state, or Federal law to be a member of a
professional organization, or who must maintain a current certification or license as a condition of
employment, or who maintains credentials and certifications that provide professional credibility
in his/her County position. Membership to organizations and for licenses that certify the
professional credibility of the Employee will be made upon approval by the Employee’s
Department Head. The County will also pay such amount for Employees when the County has
contracted to do so.

Employees who belong to professional organizations that promote individual professional
growth, competence and effectiveness in functioning as County Employees will be allowed time
off with pay to attend local, state and national meetings, subject to approval by the Department
Head and based on budgetary limitations.

Membership in outside organizations shall be in the name of the County, if possible.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Training Programs, Workshops and Seminars
July 21, 2009

Policy Number 403.1 POLICY SECTION: Training and Development
l. PURPOSE

To promote and facilitate training and career education which meets the dynamic needs of the
County. Training will include any work related programs, seminars, conferences, conventions,
courses or workshops attended by an Employee whose tuition and expenses are funded in whole
or in part by the County or while the Employee is in a paid status with the County.

POLICY

It is the policy of the County to encourage and coordinate training opportunities for Employees
and supervisors in order that services rendered to the County will be more efficient and effective.

PROCEDURES

1)

2)

3)

4)

5)

Attendance at training programs will be approved by the Employee’s immediate Supervisor.

Attendance at a training program involving out-of-state travel by an Employee requires
approval by the Division Director/Department Head.

County-sponsored and required training shall generally be arranged during regularly
scheduled work hours. A Department Head may change the standard work hours to
accommodate or require attendance at such training activities. Such required training shall be
recorded as time worked within the meaning of this policy.

Employees who acquire training on their own time and expense are encouraged to notify the
Human Resources Department so the information can be noted in the Employee’s personnel
file.

The Human Resources Department shall maintain an Employee training history and shall
periodically audit training attendance and policy compliance.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Professional Development Program
July 21, 2009

Policy Number 404.1 POLICY SECTION: Training and Development
. PURPOSE

To encourage Employees to participate in educational programs which will further their
professional development, skills and knowledge for use in their current position or for use in
positions with greater responsibilities. Employee participation in the courses will be voluntary
and payment/reimbursement for tuition, books, tests, certificates, travel expenses, hotel costs and
any other associated costs will have prior approval by the Department Head.

RESPONSIBILITY

The Department Head is responsible for the financial and administrative oversight of his/her
division and approval of all departmental employee professional training requests and funds. The
Human Resources Manager will maintain professional development training records in the
employee official personnel file for all employees participating in a professional development
program.

ELIGIBILITY

To be eligible to receive payment/reimbursement for qualified Professional Development
coursework, tuition, books, travel, hotel and meals, the Employee must satisfy the following
criteria:

1) Probationary or temporary employees are not eligible to participate in the
payment/reimbursement program.

2) The employee must submit a request in writing to the immediate Supervisor and Department
Head requesting approval to participate in and to receive payment/reimbursement for
expenses under the program.

3) Certifications obtained through professional organizations, technical schools, distance
learning, continuing education seminars and colleges are eligible.

4) The individual must be actively working for the County as of the date the course is
completed.

5) Courses and study time must not be in conflict with the Employee work schedule unless prior
approval is received from the Department Head.

6) The major Department Head or the Human Resources Manager may exclude any school or
subject from eligibility under the Program. Courses beginning after the date the exclusion is
imposed are affected.

PROCEDURES
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Professional Development Program
July 21, 2009
Policy Number 404.1 POLICY SECTION: Training and Development

VI.

Before enrollment in a course for which payment/reimbursement will be sought, the Employee
must submit to his/her immediate Supervisor and major Department Head a request for approval
of payment/reimbursement, providing all information relevant to the request. A copy of the
course description, costs and tentative dates of attendance must be attached.

To receive payment/reimbursement, the eligible Employee must

1) Sign an agreement (Exhibit A) to reimburse the County if they voluntarily separate service
from the County or are dismissed for just cause within twelve (12) months after receiving
payment/reimbursement under the program.

2) Submit the original grade report for the course and/or copy of the certificate issued by the
educational institution, and an original receipt of payment for tuition, books, tests and
associated costs in addition to a Travel Expense Reimbursement form if applicable to the
Department Head.

Terminated Employees shall reimburse the County for any funds including tuition, books, travel,
hotel and meals received under this program for courses completed during the last twelve (12)
months of employment. Reimbursement to the County will be pro-rated for the final twelve (12)
months of employment.

The pre-authorized agreement will allow the County to deduct tuition payments or
reimbursements from the terminated Employee’s final paycheck. If the repayments are not fully
paid through payroll deduction, the Employee shall immediately pay the County the funds due,
and if not paid, such amount shall bear interest from the date of the Employee separation until
paid in full at 10% per annum.

The Department Head or Division Director may at his/her discretion waive the reimbursement
requirement if the employee transfers to another County department or if circumstances deem a

waiver to be appropriate. The Department Head will send the Human Resources Manager a
written waiver of the reimbursement requirement.

MANDATORY COURSES
This Professional Development Program should not be confused with courses undertaken to meet
the express requirements of the County. Mandatory courses, which may be required for a current

position, are not subject to this Policy

BUDGET LIMITATIONS
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Professional Development Program
July 21, 2009
Policy Number 404.1 POLICY SECTION: Training and Development

Payment/reimbursement for courses and associated costs is contingent upon the continued
availability of funds and may be increased, decreased or eliminated by the Board of
Commissioners.
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Exhibit A
COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Professional Development Program
July 21, 2009
Policy Number 404.1 POLICY SECTION: Training and Development

WAGE WITHHOLDING AUTHORIZATION FORM

In accordance with the Professional Development Program, if my employment is terminated voluntarily
or involuntarily for just cause from Columbia County, Georgia, within twelve (12) months after receiving
any payment/reimbursement under the program, a deduction from my salary may be made to repay
Columbia County, Georgia for any Professional Development Program funds received to include cost of
coursework, travel, hotel and meals during the preceding twelve (12) months.

Further, if there are not adequate funds from my salary to repay the payment/reimbursement amount in
full, 1 agree to immediately pay the County the funds due and such amount shall bear interest from the
date of the Employee termination of employment until paid in full at 10% per annum.

| represent that this authorization is executed voluntarily and has not been made as a condition of my
continued employment.

Employee Date
Supervisor Date
Department Head/Division Director Date
Copy to: Personnel File

Department Head/Division Director
Human Resources Manager
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Employee Travel and Training Expenses
July 21, 2009
AMENDED:
December 14, 2010
September 20, 2011
February 17, 2015

Policy Number 405.1 POLICY SECTION: Training and Development

I. PURPOSE

The county recognizes that the employees of the county are its most valuable asset. As such,
these assets must be maintained in order to have an effective and efficient government operation.

I1. RESPONSIBILITY

1) Each Department Manager authorizing travel and training expenses incurred on behalf of the
County must:

a) Ensure appropriate training which will provide the greatest return and individual
professional development for employees of their department and themselves.

b) Implement controls to ensure compliance with current travel policies and procedures.

c) Ensure proper use of funds, such that all travel expenses are reasonable, necessary and
proper.

d) Only authorize reimbursement for allowable expenses incurred while the employee is on
official county business.

e) Ensure expenses incurred are within appropriated budgetary levels.

f) Verify all of the necessary expense information, including attached receipts documenting
the charges, and determine that the charges do not exceed allowable limits.

2) All employees requesting travel and training expenses incurred on behalf of the County must:
a) Travel by the most economical means.
b) Ensure that travel expenses are reasonable and necessary.
c) Comply with ALL travel/training policies and procedures.
d) Obtain all required receipts and document accurate records for each expense claimed.

e) Submit an Employee Expense Form, if applicable, within 14 days after travel is
completed.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Employee Travel and Training Expenses
July 21, 2009
AMENDED:
December 14, 2010
September 20, 2011
February 17, 2015

Policy Number 405.1 POLICY SECTION: Training and Development

1)

2)

3)

4)

5)

6)

7)

1)

2)

f) Comply with the Vehicle Allowance and Travel Reimbursement Policy when applicable.
g) Comply with the Purchasing Card Policy when applicable.

DEFINITIONS

Training - any work-related program, seminar, conference, convention, course, or workshop
attended by an employee whose tuition and expenses are funded in whole or in part by the

County or while the employee is in a paid status with the County.

Official County Business — Business that relates directly to a person’s work function and
benefits the County.

Commuting Mileage — Total roundtrip miles traveled daily by an employee between his or
her residence and normal work location.

Incidental Expenses — Bellhop and housekeeping tips, parking fees, transportation fees
associated with travel between lodging/business and restaurants, etc.

Local Travel — Any one way travel occurring with 25 miles of the employee’s normal work
location.

Non Local Travel — One way travel exceeding 25 miles from the employee’s normal work
location. Travel may or may not include an overnight stay.

Employee Expense Form — Form used to provide an itemized accounting of the actual
expenses, both allowable and non-allowable, incurred by the employee during travel/training
for official County business.

GENERAL POLICY

All expenditures authorized under this policy are subject to the availability of funds within
the employee’s departmental budget.

This policy establishes minimum standards which must be adhered to; however, more

stringent or additional guidelines may be imposed by Elected Officials or Division Directors
for use in their departments.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Employee Travel and Training Expenses
July 21, 2009
AMENDED:
December 14, 2010
September 20, 2011
February 17, 2015

Policy Number 405.1 POLICY SECTION: Training and Development

3) Authorized travel expenses include, but are not limited to:
a) Registration fees
b) Lodging expenses

c) Meals incurred during overnight lodging and for certain circumstances when there is no
overnight lodging

d) Mileage for use of personal vehicle (except travel between their place of residence and
their official headquarters, or personal mileage incurred while on travel status)

e) Parking fees

4) Non-allowable expenses are:
a) Laundry services
b) Tobacco
c) Alcoholic beverages
d) Entertainment
e) Personal telephone calls

f) Meals and lodging in lieu of other meals and/or lodging the expense of which is included
in the registration fee

g) Expenses of a spouse or other non-employee

5) When two or more employees are attending the same seminar, car-pooling shall be practiced
whenever possible.

6) If an employee for his/her own convenience travels by an indirect route or interrupts travel by
the most economical route, the employee shall bear any extra expense involved.
Reimbursement for such travel shall be for only that part of the expense as would have been
necessary in order to travel by the most direct route.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Employee Travel and Training Expenses
July 21, 2009
AMENDED:
December 14, 2010
September 20, 2011
February 17, 2015

Policy Number 405.1 POLICY SECTION: Training and Development

7) Rooms, lodging, or accommodations furnished to government employees traveling on official
business within the State of Georgia should be exempt from hotel/motel tax. Tax exemption
forms, available in the Finance Department, should be tendered to the establishment to prove
eligibility.

8)

9

Receipts are required for all expenses except:

a)
b)

c)
d)

Meals under a per diem basis

Miscellaneous expenses up to a maximum of $10.00/day (unless otherwise supported by
a receipt)

Reimbursement will not be made for any other unsupported expenses.
Although receipts are not required, an Employee Expense Report should be submitted to

account for these expenditures. These reports are necessary to account for the funds
expended and to ensure authorized use.

Employee Expense Reports should be completed by the employee and approved by the
employee’s immediate supervisor or designee, and filed with the Finance Department within
14 days after travel/training is completed, regardless of whether or not reimbursement is due.

a)

b)

c)

d)

Expense reports for any employee reporting directly to the Board, including the County
Administrator, the County Clerk, and the County Attorney, must be approved by the
Chairman of the Board. Expense reports for Commissioners must be reviewed by the
Finance Director. Any questionable items should be discussed with the Commissioner.
Unresolved issues should be referred to the Board.

Personal expenses will not be reimbursed and any included in an expense report will be
deducted from the reimbursement.

An expense report should be completed if the employee received per diem, is due
reimbursement, or incurred non-allowable charges.

If all travel/training expenses are charged to a County purchasing card and all expenses

are allowable, no Employee Expense Report needs to be completed. The Purchasing
Card Policy should be followed in these situations.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Employee Travel and Training Expenses
July 21, 2009
AMENDED:
December 14, 2010
September 20, 2011
February 17, 2015

Policy Number 405.1 POLICY SECTION: Training and Development

V.

1)

2)

3)

4)

5)

6)

VI.

1)

2)

AUTHORIZATION

Attendance at a training program involving in-state travel with a total cost (i.e., registration
fees, hotel, meals, etc.) <$500 requires approval of the Department Manager. If the
Department Manager is the attendee, then the Division Director must authorize the travel.

Attendance at a training program involving in-state travel with a total cost >$500 and all out-
of-state travel requires approval of the Division Director and the County Administrator.

Attendance at a training program by a Division Director involving in-state travel with a total
cost >$500 and all out-of-state travel requires approval of the County Administrator.

Unusual travel (i.e., out-of-country) requires approval of the County Administrator.

County-sponsored and required training shall generally be arranged during regularly
scheduled work hours. A Department Manager may change the standard work hours to
accommodate or require attendance at such training activities. Such required training shall be
recorded as time worked within the meaning of this policy.

A Certificate of Attendance or other documentation shall be provided to Human Resources in
order to maintain an employee training history and to periodically audit training attendance
and policy compliance.

MEALS AND PER DIEM REIMBURSEMENT

Employees traveling may be reimbursed for meals on a per diem basis in accordance with the
US General Services Administration’s (GSA) Domestic Per Diem Rates. To find the per
diem rate for the city to which you are traveling, go to www.gsa.gov/portal/content/104877
and enter the city or zip code and then click on “find per diem rates”. For the breakdown of
individual meals, click on “breakdown of M&IE expenses”.

The County shall use the full day per diem rates as provided by the GSA as well as the
separate amounts provided for breakfast, lunch and dinner should an employee need a partial
day’s reimbursement.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Employee Travel and Training Expenses
July 21, 2009
AMENDED:
December 14, 2010
September 20, 2011
February 17, 2015

Policy Number 405.1 POLICY SECTION: Training and Development

VII.

VIII.

3)

4)

5)

The County shall NOT use the GSA’s policy for calculating per diem for the first and last day
of travel. These amounts shall be determined based on individual circumstances and must be
approved by the Department Manager and/or Division Director, who has the responsibility to
only authorize reimbursement for allowable expenses that are reasonable, necessary and
proper.

Employees may only be reimbursed for meals actually purchased while traveling on official
County business.

Receipts are not required for expenses reimbursed on a per diem basis.

MILEAGE REIMBURSEMENT - see the Vehicle Allowance and Mileage Reimbursement
Policy

CASH ADVANCES

1)

2)

3)

4)

5)

6)

7)

Cash travel advances are considered the exception and not generally granted.

Cash travel advances to employees are not allowed if the individual has available a general
purpose County credit/purchasing card.

Cash advances shall be issued to employees who generally do not travel and are making a
one-time trip, upon request of the Elected Official or Division Director.

All employees are fully responsible for funds advanced to them and shall account for the
funds on an Employee Expense Report. These statements shall be submitted to the Finance
Department within 14 days after travel is completed. Employees are liable for any advanced
funds which are lost or stolen.

When the actual travel expenditures reported on the expense statement exceed the amount of
the cash advance, the employee shall be reimbursed for the additional travel costs incurred.

When the actual travel expenditures reported on the expense statement are less than the cash
advance, the employee shall reimburse the County for the difference. This reimbursement
shall be made at the same time the expense statement is submitted.

In the event of cancellation or indefinite postponement of authorized travel, any cash
advances which were made shall be refunded immediately.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Employee Travel and Training Expenses
July 21, 2009
AMENDED:
December 14, 2010
September 20, 2011
February 17, 2015

Policy Number 405.1 POLICY SECTION: Training and Development

8)

1)

2)

3)

If an employee granted a cash advance fails to file an employee expense report, the amount of
the cash advance shall become a lien against any and all funds due the employee from the
County. According to the Internal Revenue Service, payments to an employee for travel are
taxable if (1) the employee is not required to or does not substantiate timely those expenses
with receipts or other documentation, or (2) an advance is given to the employee for business
expenses and the employee is not required to or does not return timely any amount he/she
does not use for business expenses. Therefore, if an employee does not file an employee
expense report after receiving a cash advance, the amount of the advance will be reported as
wages on his/her Form W-2,

FUEL/PURCHASING CARDS

The County has entered into an agreement for the purchase of gasoline for County owned or
leased vehicles via fuel cards. Each employee who operates a County vehicle and each
vehicle shall be issued a unique identification card which allows tracking of all County fuel
sales. The use of fuel cards in privately owned vehicles if prohibited.

Other limited retail credit cards are discouraged and must be approved by the Procurement
Manager and the Finance Director.

County purchasing cards may be issued to employees as a means of charging allowable travel

expenses such as registration fees, lodging, and airfare upon request of the Elected Official or
Division director and shall be used in accordance with the Purchasing Card Policy.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Safety Training

July 21, 2009

AMENDED:

August 7, 2012

Policy Number 406.1 POLICY SECTION: Training and Development

GENERAL: The effectiveness of a safety program is directly related to the quality of supervision,
a thorough understanding of the hazardous jobs to be accomplished, the training of employees, and
daily operations that consistently follow practices specified in published work rules.

1.

New Employee Orientation. All new employees shall receive a safety orientation within the
first thirty days on the job. This will be accomplished during the "New Employee Briefing"
given to all new employees by the Human Resources Department and Risk Management
Department. In addition, Division Directors and/or manager/supervisors will brief their
employees on Department specific safety issues. Appropriate documentation shall be
maintained certifying completion of orientation on all employees. The employee receiving
orientation training and the supervisor will sign such documentation.

Employee Safety Training.

@ Training of employees in job responsibilities and job operations, proper methods
and techniques to be used, and the hazards associated with the function or system
are important elements in achieving safe operation. Division Directors, Managers
and Supervisors will be responsible for ensuring that all newly assigned individuals
receive adequate training before beginning work.

(b) Formal training is required for all employees engaged in hazardous operations such
as high voltage work, chemicals, pesticides, entering confined spaces and other
functions designated as hazardous by Risk Management, Division Director,
Department Heads, or Supervisors.

(© Mandatory or Recommended Repetitive Training.

On-The-Job-Training. Division Directors and/or Manager/Supervisors will provide on-the-
job-training for employees under their control. This training will include:

@ Safety program.

(b) Prescribed Personal Protective Clothing and Equipment for the job.
(c) Emergency treatment of injuries.

(d) How to report a fire or serious injury and accident.

(e Specific hazards associated with the job.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED:
July 21, 2009
AMENDED:
August 7, 2012

TOPIC: Safety Training

Policy Number 406.1

POLICY SECTION: Training and Development

()

General hazards encountered in the work area and how to avoid them.

No Division Director or manager/supervisor will assume that a newly hired, newly assigned,
or reassigned employee thoroughly knows all the safe job procedures.

If an employee demonstrates, through accidents or continued unsafe acts known to the
Division Director or manager/supervisor, that he does not understand the safety
requirements of his job, the employee will be retrained, repeat on-the-job instructions, and/or

be perso

nally counseled by the employee’s division director or his/her designee..

1. TRAINING: The four-point method: preparation, presentation, performance and follow-up have
been found best for all hazardous operations.

1 Preparation.
€)] Put him / her at ease.
(b) Define the job and find out what he / she already knows about the job.
(c) Get him / her interested in learning his / her job.
(d) Place him / her in the correct position for him / her to work.
2. Presentation.
@ Tell how, and illustrate one important step at a time.
(b) Stress each key point.
(© Instruct clearly, completely, and patiently, but cover no more than can be mastered
each time.
3. Performance.
@ Have him / her do the job; coach him / her while he / she works.
(b) Have him / her explain each key point to you as he / she does the job again.
(© Make sure he / she understands. Continue until you know he / she knows.
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COLUMBIA COUNTY
BOARD OF COMMISSIONERS

APPROVED: TOPIC: Safety Training
July 21, 2009
AMENDED:
August 7, 2012

Policy Number 406.1 POLICY SECTION: Training and Development

Follow-up.

@ Put him / her on his / her own.

(b) Designate to whom he / she goes to for help.
(© Check frequently; encourage guestions.

(d) Provide any necessary extra coaching.

SPECIALIZED TRAINING: Specialized training will be required from time-to-time for special
areas of operation and to meet specific requirements of unique tasks. These include special
equipment, handling of weapons, etc.

1.

First Aid Training for Supervisors. All Division Directors, managers, supervisors and
selected employees are encouraged to be trained in first aid. Many injuries can be
effectively treated in the field, thereby eliminating the need to visit a doctor for each minor
injury. Adequate first aid material should be made available and under the charge of a
person trained in first aid.

JobTraining - Hazardous Work. To eliminate accidents in high hazard areas, it is mandatory
that each Division Director or manager/supervisor thoroughly examines his employees’
knowledge on the hazards that exist and ensure that they understand the methods of doing
each job safely when such hazards cannot be eliminated.

@ Relying on memory alone during the instruction of an employee is assurance that
important items will be overlooked. It is essential that the division director or
manager/supervisor use published work rules that define each hazardous task his/her
employees are responsible for and define the correct work procedures for safe
accomplishment of the task. This enables them to attain a consistent quality of
instruction that instills employee confidence in their own capabilities and those of
management.

(b) Providing the employee with a copy of the work rules after instruction ensures that
each employee has a ready reference for his review. Procedures for job hazard
analysis are as follows:

i. The job is broken down into basic steps. The